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EXECUTIVES... 
send for this timely booklet! 


Leading firms have made substantial 
savings with a separate “‘inside’’ telephone 
system of their own. This fact-filled book- 
let shows you exactly how. 

A P-A-X business telephone system 
is entirely independent of public (out- 
side) phone service—thus sharply cuts 
the high cost of rented equipment. It’s 
100% automatic—requires no operator. 
It handles “‘inside’”’ calls in a split-second 
—keeps the regular switchboard always 
free for important outside calls. P-A-X 


is providing numerous other time 
and money-saving advantages, too— 
throughout industry. 

Learn more about this proven way to 
trim costs. You can—quickly—because 
this helpful booklet is full of solid in- 
formation. Write today for your free 
copy: Automatic Electric Sales Corpora- 
tion, 1033 W. Van Buren Street, Chicago 
7, Illinois. Jn Canada: Automatic Elec- 
tric Sales (Canada) Ltd., 185 Bartley 
Drive, Toronto. Offices in principal cities. 
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The Meaning of That Word 
AUTOMATION 


HERMAN LIMBERG 


URING THE PAST few years the 

surge of interest in automation and 

its implications has engulfed not 
only the management field, but every 
aspect of our society and economy. Yet; 
the word automation is still very much 
of a nebulous term, too frequently mis- 
used and misinterpreted. 

To help clear away the intellectual de- 
bris and haze which have often beset the 
advance of the new technology, the 
writer has compiled a digest of defini- 
tions and concepts of automation. This 
digest should serve as a frame of reter- 
ence within which any phase of auto- 
mation may be viewed in its proper 
foeus. 

The word “automation” is generally 
credited to Delmar 8S. Harder, executive 
vice president of Ford Motor Co., and 
John Diebold, head of a management 
consulting firm in New York. These two 
men conceived the word independently, 
but at the same time, during 1948. To 
each however, the word meant a 
different type of automation. 

To Harder, “automation” originally 
meant the mechanization of the handling 
of parts between machines in successive 
productive operations. Subsequently, 
this definition was expanded and en- 
hanced to “the completely automatic and 
transfer of a part from one 
processing operation to another; the 
qualification and selectivity being the 
distinctive mark of automation.” This 
is sometimes referred to as “Detroit 
automation” because it is best exempli- 
fied by the block-long machine systems 
in the automobile plants. It has also 
been called “continuous automatic pro- 
duction” characterized by the combining 


one, 


selective 
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of automatic machines with transter o1 
handling equipment. 

To John Diebold automation 1S pri 
marily “automatic control.” His opera 
tional definition envisions automation as 
a “means of analyzing, organizing, and 
controlling production 
achieve optimum use of all productiv: 
resources—mechanical and material—as 
well as human.” Fundamentally, ac 
cording to Diebold, automation is 
communication and control.” 
In addition to “Detroit automation,” he 
distinguishes a type which h 
calls “feed-back automation.” 


Feed-back 


processes tO 


science of 


second 


automation consists ol! 


self-correcting control system characte 
ized by a closed loop between output and 


input. In this system the result of an 
operation, or output, is fed 
comparison with the input. If a dis 
crepaney or error 1s detected, the neces 


back fo1 


sary correction or adjustment is mad 
automatically within the system, without 
human intervention. The simplest ex 
ample of such a system is the thermo 
stat which feeds back an electrical sig 
nal to the input, if the temperature is 
either below or above the desired level, 
to make the required correction. The 
thermostat shut off the 
furnace. 


acts to start or 


The feed-back concept of automation 
is based on the seience of “eybernetics” 
expounded in 1948 by Dr. Norbert 
Wiener of the Massachusetts Institute ot 
Technology, in his hook, The Huma) 
Use of Human Be ings. Dr. Wiener, who 
was the first to explore the philosophical 
aspects of the new technology, wrote: 
“We ordinarily think of communication 
and of language as being directed from 





person to person. However, it is quite 
possible for a person to talk to a machine, 
a machine to a person, and a machine to 
a machine.” 


The type of machine which Dr. Wiener 


foresaw is today variously known as the 
automatic computer, electronic computer, 
electronic data processing machine, and 
integrated data processing machine. Be 


cause of Dr. Wiener’s comparison of 
the feed-back mechanism with the human 
brain, the computer has for several years 
been called a “giant brain.” With the 
realization that these mechanical mons- 
ters cannot think for themselves, but can 
perform only as, how and when directed 
by human beings, the fearful “giant 
brain” nickname is gradually being re- 
placed with such more endearing terms 
as “spinal cord” and “supersonic moron.” 
It is also reassuring to note that Dr. 
Wiener no longer views automation as 
a force which would reduce wage earners 
to “slave labor,” as he did in 1950. He 
now man automation’s 
master, and predicts that automation will 
increase man’s leisure and enrich his 
spiritual life. 

From the core of 
hold’s definitions 
evolved a 


sees hecoming 


Harder’s and Die 
and 
number of 


have 
clarifications in 


concepts 


Dr. John P. Hagen, 
director of Project 
Vanguard, with a 
full-scale cutaway 
model of the earth 
satellite designed by 
scientists working 
under his direction 
at the Naval Re- 
search Laboratory, 
Washington, D. C. 
The inside instrumen- 
tation includes tele- 
metering equipment 
which will transmit 
a radio signal to 
earth after the satel- 
lite has been 
launched into space. 


spired by recent technological develop 
ments. Some of these clarifications are 
simple, some are complex, some may ap 
pear to contradict others. They indicate 
why Fortune Magazine called the defini 
tion problem acute, why the Armour Re 
search Foundation has sought to “stabil 
ize thinking” about automation, and the 
nature of the task of the committee of 
the American Standards Assn. which is 
working on a standard definition of 
automation. 

Prof. Peter Drucker defines automa- 
tion “simply though superficially as the 
use of machines to run machines. It 
means,” he says, “that materials-hand 
ling, routine judgement, machine-setting, 
and data processing are done by ma- 
chines.” 

Prof. 


selaer 


Harold W. Martin of Rens 
Polytechnic Institute describes 
automation as “the entire accomplish- 
ment of a work task by a power-driven, 
integrated mechanism wholly without the 
direct application of human energy, skill 
or intelligence.” In an elaboration of 
this definition, Prof. Martin sees as the 
essence of automation “the replacement 
of human labor, through delegation of 
productive work, materials movement 
work and routine control work to a com- 
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bination of power-driven materials move- 
ment, materials processing and process 
control equipment, integrated into a co- 
ordinated mechanism.” 

To Don G. Mitchell, president, Syl- 
vania Electric Products, Inec., automation 
and mechanization are “really one: and 
the same thing. Automation is only a 
more recent term for mechanization 
which has been going on since the indus- 
trial revolution began.” 

Robert K. Mueller, vice president of 
Monsanto Chemical Co., suggests that 
automation might better be called “an 
industrial system starting with basic raw 
materials and ending with the final prod- 
uct, completely integrated, functionally 
related, controlled by a mechanism pro- 
grammed for a specific family of prod- 
ucts and so designed that it will correct 
without human intervention for internal 
or external disturbances within the para 
meters around which the process is de 
signed.” 


Robert T. Collins, general sales man 


ager of the New Departure Division of 
General Motors Corp., defines automa- 


tion as “the characteristic of continuous 
self-motion and self-control in industrial 
operations. It signifies the mechaniza- 


ad 


tion and self-regulation of the proces- 
sing, materials handling and inspection 
functions of an entire operation.” 

Milton Aronson, editor of “Instru- 
ments and Automation,” calls automa- 
tion “the substitution of mechanical, hy 
draulic, pneumatic, electric, and elec- 
tronic devices for human organs of de 
cision and effort.” 

The Department of Scientific & In 
dustrial Research of the British Govern 
ment has defined automation as “th: 
confluence of four independent streams 
of technical progress. These are 
mechanization, ineluding transfer-ma 
chines; mechanical handling and assem 
bly; electronic devices that control ma 
chinery and various processes; and elec 
tronic computers.” 

In the field of paperwork and record 
keeping, automation is generally refer 
red to as automatic, electronic, or in 
tegrated data processing. The heart of 
the data processing system is the central 
processing unit called the computer. Be 
cause the preparation of information to 
be fed into the computer is still a 
“human function,” data processing in its 
entirety is not wholly electronic in con 


(Continued on page 194 


bik eae 


An IBM 704 Electronic Data Processor will be the heart of the Project Vanguard Computing 
Center in Washington, D. C. Radio signals from the satellite and data from tracking stations 
will be processed by the computer to determine the satellite's orbit. 
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possible for a person to talk to a machine, 
a machine to a person, and a machine to 
«a machine.” 


The type of machine which Dr. Wiener 
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automatic computer, electronic computer, 
electronic data processing machine, and 
integrated data processing machine. Be 
eause of Dr. Wiener’s comparison of 
the feed-back mechanism with the human 
brain, the computer has for several years 


been called a “giant brain.” With the 
realization that these mechanical mons- 
ters cannot think for themselves, but can 
perform only as, how and when directed 
by human beings, the fearful “giant 
brain” nickname is gradually being re 
placed with such more endearing terms 
as “spinal cord” and “supersonic moron.” 
It is also reassuring to note that Dr. 
Wiener no longer views automation as 
a force which would reduce wage earners 
to “slave labor,” as he did in 1950. He 
now becoming automation’s 
master, and predicts that automation will 
leisure and enrich = his 
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man 
inerease man’s 
spiritual life. 
From the core of Harder’s and Die 
bold’s definitions and 
evolved a number of 


have 
clarifications in 
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director of Project 
Vanguard, with a 
full-scale cutaway 
model of the earth 
satellite designed by 
scientists working 
under his direction 
at the Naval Re- 
search Laboratory, 
Washington, D. C. 
The inside instrumen- 
tation includes tele- 
metering equipment 
which will transmit 
a radio signal to 
earth after the satel- 
lite has been 
launched into space. 


spired by recent technological develop 
Some of these clarifications are 
simple, some are complex, some may ap 
pear to contradict others. They indicate 
why Fortune Magazine called the defini 
tion problem acute, why the Armour Re 
search Foundation has sought to “stabil- 
ize thinking” about automation, and the 
nature of the task of the committee of 
the American Standards Assn. which is 
working on a standard definition of 
automation. 

Prof. Peter Drucker defines automa- 
tion “simply though superficially as the 
use of machines to run machines. It 
means,” he says, “that materials-hand- 
ling, routine judgement, machine-setting, 
and data processing are done by ma- 
chines.” 

Prof. Harold W. Martin of Rens 
selaer Polytechnic Institute describes 
automation as “the entire accomplish 
ment of a work task by a power-driven, 
integrated mechanism wholly without the 
direct application of human energy, skill 
or intelligence.” In an elaboration of 
this definition, Prof. Martin sees as the 
essence of automation “the replacement 
of human labor, through delegation of 
productive work, materials movement 
work and routine control work to a com 


ments. 
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bination of power-driven materials move- 
ment, materials processing and process 
control equipment, integrated into a co- 
ordinated mechanism.” 

To Don G. Mitchell, president, Syl- 
vania Electric Products, Inec., automation 
and mechanization are “really one and 
the same thing. Automation is only a 
more recent term for mechanization 
which has been going on since the indus- 
trial revolution began.” 

Robert K. Mueller, vice president of 
Monsanto Chemical Co., suggests that 
automation might better be called “an 
industrial system starting with basic raw 
materials and ending with the final prod- 
uct, completely integrated, functionally 
related, controlled by a mechanism pro- 
grammed for a specific family of prod- 
ucts and so designed that it will correct 
without human intervention for internal 
or external disturbances within the para- 
meters around which the process is de 
signed.” 

Robert T. Collins, general sales man 
ager of the New Departure Division of 
General Motors Corp., defines automa- 
tion as “the characteristic of continuous 
self-motion and self-control in industrial 
operations. It signifies the mechaniza- 
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tion and self-regulation of the proces- 
sing, materials handling and inspection 
functions of an entire operation.” 

Milton Aronson, editor of “Instru- 
ments and Automation,” calls automa- 
tion “the substitution of mechanical, hy 
draulic, pneumatic, electric, and elec- 
tronic devices for human organs of de- 
cision and effort.” 

The Department of Scientifie & In 
dustrial Research of the British Govern- 
ment has defined automation as “the 
confluence of four independent streams 
of technical progress. These are 
mechanization, including transfer-ma- 
chines; mechanical handling and assem 
bly; electronic devices that control ma- 
chinery and various processes; and elec 
tronic computers.” 

In the field of paperwork and record 
keeping, automation is generally refer- 
red to as automatic, electronic, or in- 
tegrated data processing. The heart of 
the data processing system is the central 
processing unit called the computer. Be 
cause the preparation of information to 
be fed into the computer is still a 
“human function,” data processing in its 
entirety is not wholly electronic in con 
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Center in Washington, D. C. Radio signals from the satellite and data from tracking stations 
will be processed by the computer to determine the satellite's orbit. 
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PERSONNEL SELECTION 
Is the Key to 
Office Efficiency 








DR. LOUIS J. RAGO 


Associate Professor of Management, 
School of Business Administration, 


HOUGH EFFICIENCY depends 
largely upon the competence of the 
office especially upon the 
capabilities of its supervisors, 
money and effort is spent on work sim- 


toree, 


more 


plification, for example, than on proper 


selection and placement of personnel. 
While it is recognized that the level of 
office makes it rather difficult 
to attract top-notch personnel, it is not 
true that you must hire the first apph 
eant. Indeed, it is amazing to discover 
the extent to which staffed 
with individuals whose competence is 
definitely par. This negligent 
practice results not only in poor public 
relations (when personnel are in direct 
contact with the public) affecting the 
firm’s reputation in the community, but 
primarily in increased operating costs. 
In addition, it contributes to increased 
employee turnover which adds also to 
office costs (advertising for the appli 


salaries 


offices are 


below 


10 


Duquesne University, Pittsburgh. 


interviewing, loss of time for other 
personnel and training the 
newcomer, payroll-change record keep- 
ing ete.). Thus, savings achieved by the 
left hand (through work simplification ) 
are wasted by the right. 

Unless a steady flow of teachable per 
provided for, neither work 
simplification nor supervisory training 
programs can be very fruitful. First 
and place the right person in 
the right job and Worry later about cost 
reduction programs. It would probably 
be even more advisable to worry about 
these problems not in steps but concur 
rently. 

In spite of the low-salary-seale argu 
ment, it is not true that qualified office 
employees and supervisors are non-ex- 
istent. Rather, it is a question of find- 
ing them through careful pre-employ- 
ment evaluation of aptitudes and mental 
attributes of applicants. While it is 


cant, 


assisting’ 


sonnel is 


select 
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more expensive to have such selection 
programs than rule of thumb methods, 
the former is more the 
long run. 

The importance of selection is based 
on the fact that human capacities and 
aptitudes vary according to physical 
make-up, as well as environmental and 
educational differences. Finding the 
right person and placing him in the 
right job will ensure the fullest utiliza- 
tion of human eapacities affecting di- 
rectly office operating costs and work 
output. 

Selection not imply finding 
talents of extraordinary calibre; rather 
it is a systematic attempt to find for each 
job the individual with suitable physical 
and mental attributes. In a depression, 
selection of the right person for the 
right job is no problem, but it is a big 
one in prosperous times, simply because 
there are fewer applicants. It is more 
difficult to find “hidden” talents among 
the few than among the many. For- 
tunately, job requirements vary in the 
same proportion as do individual physi- 
eal and mental attributes. Thus, the law 
of averages assures all of us a job and 
for each job there is usually available a 
qualified candidate; but we have to dig 
deep to find those with suitable qualifi- 
cations. Matching talents with job re- 
quirements is a painstaking but worth- 
while activity. Basically, this is truely 
cost reduction—we save on costs before 


economical in 


does 


we have to start saving on wastes. 

Basing a conclusion on the above, it 
is evident that in times of prosperity a 
more rather than eareful selection 
and placement must take place. How- 
ever, it should be pointed out that a sys- 
tematic selection process is no guarantee 
of employees’ competency and _ profici- 
ency. It merely means that those who 
were selected are teachable individuals 
because they possess specific aptitudes 
and physical attributes for given jobs. 
Consequently, they should work out all 
right when placed in the job for which 
they have qualified. (Of course,the will- 
ingness-to-work must be present. ) 

As long as the job requirements are of 


le SS 
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Supervisory Training 


1] 





a physical nature (typing or shorthand 
speed, number of errors made, personal 
appearance, weight, height, physical 
handicaps, ete.), the selection process 1S 
simple. However, when they are intel 
lectual in nature, (e. g., supervisory 
selection) it is difficult to find the right 
person without resorting to complicated 
tests, as well as to other selective devices 
(personal interviews, past work and 
supervisory experience, school records, 
references, ete.). testing is the 
heart of the selection process, it is im 
portant to understand how tests are de 
veloped, what they can or 
and how they should be scored and in 
terpreted. 


Since 
cannot do, 


In view of the fact that knowledge 
(or other human attributes) 
measured by a specific number of care 
fully picked sample questions, tests con 
stitute an objective means of personnel 
selection. However, a set of multiple 
choice questions will not fulfill the selec 
tive function unless the test is both valid 
and reliable. 

Validity of a test means that it tests 
what it purports to test: (a) it contains 
questions pertinent to the subject (or at 
least relevant to the subject) ; (b) it 
guarantees that only those individuals 
who possess the knowledge or attributes 
tested, answer the 

If the test allows the person 

credit 
validity 1S questionable. A valid test will 
normally reward the qualified individ 
ual with and result in low 
scores tor the incompetent. Tests, how 
ever, cannot determine the degree of fit 
for given they can only tell 
which applicant 1s mediocre, inferior o1 
superior in certain aptitudes and mental 
attributes. 

The second ingredient of 
tests, reliability, simply means that the 
number of test is sufficiently 
large to prevent guesswork and memo 


ean be 


being’ can correctly 
questions. 
to receive 


tor rood guesses, 1TS 


high score 


neESS 


jobs; 


essential 
questions 


rization, besides being sufficiently com 
prehensive. Thus, ten true-false 
not be large enough to rely 
but 100 properly (i.e. 


ques 
hions 
upon, 


may 


random } 


12 


chosen questions may be adequate to 
measure, within limits, the capabilities of 
individuals. If the test is reliable, any 
individual who answers all the questions 
properly would be capable of solving 
problems of similar nature in the actual 
job situation. If the sample is_ too 
small to depend on its reliability (i. €., 
the sample is not representative of the 
variety of factors influencing the appli- 
reactions), it cannot conclu- 
sively measure the suitability of an in- 
dividual to a certain job. Therefore, the 
test is unreliable. 

No test applied universally. 
Because of the variety of job require- 
ments, different tests must be developed. 
It is entirely possible that a job appli- 
cant may fail a particular test, but score 
high in another. This would indicate his 
suitability for the second job and lack 
of qualifications for the first. 


cant’s 


ean be 


Test development is a very compli 
cated matter. Therefore, most companies 
do not bother developing their own tests, 
hut use the services of firms specializing 
in the development and evaluation of 
Even though a lot of time and 
effort goes into the development of tests, 
some tests may not fully accomplish the 
selective function. This, however, is of 
no consequence, executive 
should regard tests as infallible nor use 
them as sole determinants of employment 
and job placement. Tests will only con 
firm the findings of personal interviews, 
and other selective steps 
rather than perform the selection func 


tion itself. 


tests. 


because no 


reterences 


Because prosperity heavily increases 
office workloads, presently there is a 
ereat need for qualified office help. The 
fact that the number of qualified appli 
cants is small, creates a serious problem. 
f'o remedy the situation: (1) little at 
tention is being paid to proper selec 


tion; (2 


) extensive use is made of office 
machinery; (3) work simplification; and 
(4) supervisory training programs. 


The first solution is not the proper 


course of action. The second is debat 


(Continued on page 136) 
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Brighten up your letters with 
this Quality Letterhead Paper 


Brighter, whiter WESTON BOND pare it for whiteness brightness 
adds new sparkle to your correspondence opacity, texture, impressiveness The 
.. lifts your sales letters above the ask your printer to use it for vour nex 
clamor of the daily mai! ... commands lot of letterheads When you see the 
complete attention to all your messages difference, you'll be glad you did. Write 
Because brighter, whiter WESTON for sample book Address 
BOND is in the most economical cotton Byron Weston Company, 
content grade, it is today’s biggest bar- chusetts. Makers cf Fine 


gain in quality letterhead paper. Com- Business Records Since 1863 


For More Information Circle No. 226 
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Hit the Quitomatié, Coleulator, the Thinking Mache  Umerccan: 





Business... then the Natural Way 10- Rey Adding Machine... ond nour 


t dramatic, wen chaptn ithe faut mowing “Ppuden Steck Stouy 


Here is office evolution the Friden Street 
way—automatization that’s practical (and 
affordable) right now, in your office. It’s 
accomplished with IDP punched tape. 
Today even small and medium-size 
businesses are adopting this astonish- 
ing “no hands” technique. It simplifies 
complex routines. It eliminates human 
errors. It reduces time costs hugely. 
IDP is Integrated Data Processing. 


It is one automatic Friden office ma- 
chine talking to another...and another 


and another...in a code language com- 
mon to them all...from data origination 
and interpretation to final filing. 
Friden is the leader in this evolutionary 
era of office efficiency because Friden cre- 
ates the Tape-Talk machines that make 
possible the new automated systems. 
Each machine quickly pays for itself. 
Call your nearby Friden agency or 
write FRIDEN CALCULATING MACHINE Co., 
Inc., San Leandro, Calif. . . sales, instruc- 
tion, service throughout U.S. and world 


For More Information Circle No. 182 
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| Pp 


Loyouniter 


...@nables even small and medium-size busi 
nesses to make their accounting automatic 
Whatever is typed on a Flexowriter—an invoice, 
for example—is also reproduced on by-product 
punched tape. Tape can then be processed by 
other common language Tape-Talk machines 
at nearest IDP center. Flexowriter tape can 
also be used to actuate address plate emboss- 
ing machines, tabulating card punches, com- 
puters, and the same or other Flexowriters. 


.is an IDP machine combining automatic 
writing and automatic calculating. Equipped 
with automatic tape punch and reader, it in- 
terprets and records both alphabetical and 
numerical data. Produces tape enabling other 
machines to transfer data to punched cards 
or accounting records; or data may be sent by 
wire to other offices. The Friden Computyper 
is widely used to systemize billing, inventory, 
cost analysis, sales distribution, statistics, 
other typing-computing operations 





...is the essential programmer in many IDP 
systems. Operating alone or in combination 
with other automatic machines, this famed 
Calculator performs more steps in figure-work 
without operator decisions than any other cal- 
culating machine ever developed. 


...has 10-key patented keyboard, Visible Check 
window for accuracy. Models available with or 
without automatic step-over of multiplicand 


Specialized extensions and adaptations of the 
Friden Adding Machine actuate tape. 





Commercial Controls Corporation 
Rochester, N.Y., Subsidiary 


© Friden Calculating Machine Co., Inc. 





. is the 10-key adding and listing machine 
with tape punch mechanism. A key IDP unit, 
the Add-Punch “writes’’ punched tape while 
printing on adding machine tape. The punched 
tape can be interpreted by other similarly- 
equipped machines. Typical Add-Punch func- 
tions include recording of retail sales, sales 
audit, coding statistical data. 


For More Information Circle No. 182 
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THEY CHOOSE 


i 
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DEPARTMENT STORES 
OFFICES 
HOSPITALS 
FACTORIES 
WAREHOUSES 
INSTITUTIONS 


RESTAURANTS 





3-Round Call 
or Repeat 





WRITE FOR 
BULLETIN 


4B 















CODE ALi 


HORNS 


uy 


CHIMES 


AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 


remises. Write now. , 
P For More Information Circle No. 2 














A “Model” Solution 
To Office Lighting 


ROSEMARY HORNIBROOK 
Office Manager, Emily Brooks Agency, 
New York. 


HEN the Emily Brooks Agency on 

New York’s Madison Ave. last year 

expanded its services to ad agencies 
and television networks, it became neces 
sary to redesign and remodel our office 
space to accommodate additional per- 
sonnel and workloads. The remodeling 
procedure also offered us the opportunity 
to solve what had been one of our most 
lighting. 

Good lighting in today’s office might 
seem like the easiest thing in the world 
to obtain. Actually, however, we had to 
combine two different kinds of lighting 
to achieve the results we desired and the 


pressing problems 


Under bright overhead fluorescent lights, 
Emily Brooks (seated at desk) outlines assign- 
ments to TV actress Bonnie Jones and fashion 
model Madeleine Kurtz. For paperwork, over- 
head lights are turned off and Sight Light 
supplementary lighting is used. 
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proc ornn non-A 


THE PHONE RINGS 




















“Your place of business is on fire,” a voice 
says into your shocked ear. It can happen. 
And if your vital records are destroyed, 
you may find yourself out of business. For 
43 out of 100 firms in such cases do go 
out of business. Moral: protect your 
records in a Meilink “A” label safe. There 
is no safer safe in the whole wide world. 
At your Meilink dealer or write to Meilink 
Steel Safe Company, 1672 Oakwood, 
Toledo 6, Ohio. 


with Muss ii for keops 
Most complete line of safes and insulated products 


Meilink Steel Safe Co 


1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 








Company 


Street 





—— Zone——— 


State 





City 
—--—----—- 
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two had to be balanced in just the right 
degrees of brightness and contrast. 

It is the business of our 
service ad agencies, TV producers, trade 


agency to 


In the reception area 
at the Emily Brocks 
Agency, the room 
lighting has been 
held at 20 foot- 
candles while Sight 
Light desk lamps 
provide 75-100 foot- 
candles of glareless 
illumination on cleri- 
cal work, Contrast 
in lighting improves 
appearance of 
agency's ''show- 
room,” allowing 
models to be viewed 
by clients against 
attractive back- 
grounds, 


cies. It is a business that requires a 
tremendous amount of paperwork, and 
a glamorous showroom setting, all in 


| 
the same space. 


show managers, fashion magazines, de- 
signers, photographers, ete., with pro- 
fessional models; to coordinate produc 
tions and act between manu- 
facturers and photographers and agen 


The ROL-RACK 


with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 
ROL-RACK 


Abbott Laboratories 
Bethlehem Steel Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn. Mutual Life Esso Standard Oil 
Fairchild General Motors 
Continenta! Assurance Company 
Insurance Co. of N. A. N.Y. City Bar Asso. 
Telephone Companies Transamerica Corp. 
United Aircraft U. S. Govt. 
Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 

Made of choice selected 1/4” hardwood. Slop- 
ing shelves angled for titie reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Our problem therefore was to provide 
good tunectional lghting at attractive 
work stations in full view of visiting 
clients, and at the same time provide 
soft and dramatically directed overhead 


as liason 





Dimensions: 32"' long, 13" deep, 31*- high 
14" between shelves 

Satin Walnut Finish or Natural wood Finish. 

Manufactured to sell for $69.50, mass produc- 

tion makes possibie this LOW, LOW price of 


$4950 


F.0.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 


Publishers of The Book of Knowledge 


2 West 45th St., New York 36, N. Y. Attractive Dealer Franchises Available 
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SAVE! 

Employees don’t disappear for 
15 and 30 minute periods. No 
telephoning or time lost collect- 
ing coffee orders. Multiply your 
own savings! 


BOOST MORALE! 
Employees prefer convenience of 
coffee where they work, when 
they want it. Saves them money, 
too. Costs less. No tipping. 


3 BEVERAGES! 

Not only coffee, but cocoa and 
bouillon, too. All made to indi- 
vidual taste, always piping hot, 
always fresh. 











Designed specifically for 

OFFICES * SMALL PLANTS * RETAIL STORES * LABORATORIES 
BEAUTY PARLORS * AUTOMOBILE SHOWROOMS * MOTELS 
For larger plants, too — a ‘'Take-a-Break"’ Dispenser 
next to every water cooler cuts coffee-break travel time. 


now = 
firms with 10 to 100 employees can 


take the lost time 
out of 
coffee time 


New “Take-a-Break’’ Dispenser Brings 
Coffee Break as Close as Water Cooler — 
Serves Coffee, Cocoa, Bouillon! 


Now you can make a real asset of the coffee break, even if 
you employ as few as ten. Eliminate the annoying, costly, 
twice-a-day exodus. Boost morale by providing hot beverages 
as close as the cooler. And watch your savings climb! 


All you need is a water cooler — your local “Take-a-Break” 
vending service takes over from there. They'll place a ““Take-a- 
Break” Dispenser next to the cooler and keep it sup- 
plied with self-service packets of Nescafé instant coffee 
(in 3-in-1 pack with Nescreme and sugar), EverReady® 
cocoa and soup. 

Another advantage — your employees make their own 
beverages to individual strength and taste, using thermo- 
statically controlled hot water from the fountain (easily 
arranged by your “Take-a-Break” vendor). The coin mecha- 
nism may be set to vend at 10¢, 5¢ or free. Includes cup 
and stir stick. 


Completely sanitary. No cleaning or spoilage. No big, 
unsightly machine, either. “Take-a-Break” was designed 
for locations where appearance counts. Only 13” wide, 
color-matched to your cooler — attractive enough for your 
reception room. Write for complete details. 


| LEHIGH INC., "Take-a-Break"’ Division, Easton, Pa 0-2 
| 


Send me the complete ‘‘Take-a-Break"’ story and name of 


Get all the facts. Mail coupon today! > oe 


‘take-4-break” siren 


Name__ 


Company_ 


Address___ 


LEHIGH INC., 1504 Lehigh Drive, Easton, Pennsylvania 


For More Information Circle No. 376 





FREE! 


New Hamilton portfolio 


of letterheads and business forms 


There’s a wealth of ideas for you in this stimulat- 
ing portfolio. You'll find distinguisied letterhead 
designs galore—designs which might be the key to 
exactly the right one for you. There are many 
business forms, too, illustrating how one design 
can follow through on virtually every piece of pa- 
per which carries your name to your customers. 
This is a practical portfolio that belongs in the 
active file of every user of offset duplicating ma- 
chines. Ask your Hamilton Business Papers dis- 
tributor for your free copy, or write us. 


HAMILTON PAPER COMPANY 
MIQUON, PA. 
Offices in New York, Chicago, Los Angeles 
Distributed by leading merchants in all principal cit 


For More Information Circle No. 166 
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lighting. Because of space limitations, 
both kinds of lighting had to be com 
bined in working and reception 
area. 


each 


In the company of our office planner 
and designer, we visited various “show- 
room” where the same problem 
existed, and finally decided upon a com- 
bination of louvered fluorescent lighting 
overhead and Sight Light lamps for 
supplementary lighting at the individual 
desks. In the reception room, the over 
head lighting was omitted completely. 
In its place, we set up a bracket of wall 
lights behind a montage of transparen- 
cies of the agency’s top models. The 
receptionist-typist was provided with 
good seeing comfort at her desk by the 
use of a swivel Sight Light lamp which 
casts 75 to 100 footeandles of glareless 
light over the work surface of her desk. 
A floor model of the same lamp was then 
placed next to a chair for visitors 
wishing to read and write while waiting. 
Advantage here was that we were able 
to center attention on our wall adver- 
tising, maintain a soft, glamorous atmos 
phere, and still provide good lght for 
the visitor and receptionist. 


offices 


To create the illusion of space, parti 
tions were held to a minimum in the 
main work area. In this manner, each 
work station is placed in full view of the 
visitor. Here again, overhead lighting 
was used with dramatic effect by holding 
it to 20 footeandles and contrasting it 
with the individual supplementary light- 


ing provided at each desk where 75 to. 


100 footeandles were provided. This 
combination has enabled us to maintain 
‘a soft, quiet appearance; making the 
room look less like a work area and more 
like a showroom, yet we have still been 
able to give employees good seeing con- 
ditions at their individual desks. 


Interviewing and training models re- 
quire a well lighted area. It is important 
that each model’s appearance be judged 
under a spotlight, as it were, before she 
goes out on an assignment. Over the 
interviewing desk, therefore, we ar- 
ranged to place a bracket of tubular 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
widths. Send for Circular 
56-0 and prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, III. 

For More Information Circle No. 247 
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“| do laborless filing, in‘ 
half the time-with 
CORRES-FILE ® 


.-.! love it!” 





CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! PATENTED 


TIME, LABOR and 
up to 40% in SPACE! 


J 
Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 

Please send free booklet on CORRES-FILE 

Name 

Company ... 

Address 











LIGHTS ON! 


5 BOM O10) od OF Ua) OME OF.W\) BOL 
IS HERE! 

















PERM C A ey 








: 7 


LOW CosT 
LIGHT PROOF © fs 
_______ COPEASE CAMEO PHOTOCOPIER 3 























The new desktop Copease! 
First photocopier designed to take both slow and fast paper! 
Copies directly under brightest fluorescent light! 


The compact Cameo takes up less space—costs you less. Just 
made for individualized, small office and departmental copying. 
New smaller size! New two-speed paper adjustment with a 
flick-of-the-switch! New slide-out developer tray! 

Plus all the famous Copease features: Perfect, clean, jet- 
black copies in seconds. Single setting for 95°; of office work. 
Consistent quality from one job to the next. Easy to operate. 
Copy anything in seconds—any ink, crayon or pencil, on any 
kind of paper, colored and opaque. 


Copease ... for better copies . . . faster . .. with less waste 
. . at lower cost! Cameo . . . for finest workmanship .. . 
quality copies . . . perfection in results. 


TRY IT TODAY AT YOUR OWN DESK! SEND NOW FOR FREE 3-DAY TRIAL OF THE LIGHT 
PROOF PHOTOCOPIER IN DESKTOP DIMENSIONS—THE COMPLETELY NEW COPEASE CAMEO! 


Other Offices: Chica. | GCOPEASE CORPORATION, 
270 Park Avenue, New York 17 
g0, 226 N. LaSalle St., Box 0-2 


ANdover 3-6949 . Gentlemen: I'd like to have a free 3-day trial of Copease 
Los Angeles, 3563 | in my office........ ateesss [ 
Wilshire Boulevard. Please send free literature............. 
DUnkirk 5-2881+Dis- | Name--.-----+-+++-. 

tributors in Principal | F"™ Name.......-----. 


Cities. Circle 
No. 396 








« Why does the Dictaphone’ Time-Master 
far outsell all other dictating machines? 


A. Because of the exclusive Dictabelt*record. 


DICTABELT advantages you get in 
no other dictation record: 

1. Dictation is recorded visibly — 
so you always know your place at 
a glance. 

2. Dictation is permanent— 
DICTABELTS can’t be erased or 
changed — valuable dictation is safe. 


3. You mail or file pictasetts like 


ordinary letters — because they’re 
feather light, flexible, the size of a 
postcard. 


4. DICTABELTS are the most eco- 
nomical of all dictating media. 


5. Dictaphone’s unmatched serv- 
ice is famous the world over. 


For proof, contact your local 


Dictaphone office. 


DICTAPHONE corronsrics 


420 Lexington Ave., New York 17, N. Y. 


For More Information Circle No. 187 
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fluorescent lights providing 75 foot- 
candles. These are controlled by an in- 
dividual switch located at the desk. When 
no interviewing is being done, the over- 
head lights are switched off and a sup- 
plementary swivel arm desk lamp is 


used. This enables the interviewer to | 


carry on her paperwork without being 
subject to the glare of the overhead 
lighting. While providing the same 
amount of footeandles as the overhead 
lights, the desk lamp controls, softens 
and diffuses its light so that there is no 
bulb glare and all the illumination falls 
on the work surface where it is needed. 

The combination of low volume over- 
head lighting used with dramatic effect, 
with high volume, controlled desk light- 


ing, has enabled us to highlight our | 


showroom offices in a way that is flat- 
tering to the appearance of our models 


and impressive to visiting clients. More | 


important, it has cut down on eye fatigue 
and nervous tension. 


Individual desk lighting, we have | 


found, also offers another advantage. As 
we have used it, it gives the individual 
employee a feeling of separateness, of 
possessing her own individual work area 
and not being just a part of the whole. 
This is particularly important with crea- 
tive and sales personnel where actual 
separation through partitions or a gen- 
erous use of space is not possible. 

The entry of our ageney into the 
television field also created voluminous 
close-vision clerical tasks for our pro- 
motion and accounting departments 
which would have required special light- 


ing solutions under our old set-up. Now, | 
we find that the supplementary lighting 


solution that is used uniformly through- 
out the office is entirely adequate to the 
visual demands of these tasks. 

Each office, I believe, must find its own 
solution to its lighting problem. The 
visual factor is too important to morale 
and good performance to be left to 
chance. With a little thought, you will 
find that lighting, properly staged, can 
greatly enhance the esthetic values of the 
office. 
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YOURS on request: 


portfolio of 
prestige letterhead 
designs by 


Lester Beall on 


PBiuems 
PAPER 


.makers of permanent 
prestige business papers 
a 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR PORTFOLIO 4C2 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1956 
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NO OTHER 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 

83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 


Order from your dealer or 
Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


ee 
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“THE ACCOUNTANT'S SLAVE" 
makes short work of 
DEPRECIATION * INSURANCE e INTEREST 
and other income and expense calculations. 
Opposing calendar and decimal equivalent calibrated 
scales automatically handle different business years 

and different total life periods 
No ‘‘Whirligigs’’ 

Professional appearance and results 
SAVES TIME 

DECREASES MENTAL FATIGUE 

PROMOTES ACCURACY 
82 x 11—.020 white Vinyi Plastic 
Price: $3.00, postage paid 


WIEDEMAN AND COMPANY 


Box 712i—Aina Haina Station, Honolulu, Hawaii 
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These Office 


Workers Prefer 


Steel Desks 


AVE YOU bought wood office furni 
ture in the past five years? Do the 
drawers stick? If so, vou didn’t 
worth. Robert A. 
director ot W ood 
states that 


get your money’s 
Spelman, executive 
Office Furniture Institute, 
manutacturers of wood office furniture 
now treat desk drawers to assure smooth 
operation. Mr. Spelman explained this 
in his answer to the tollowing letter from 
a reader of THE OFrFricE who loves beau 
tiful wood but whose staff would rather 
| 


have steel desks. 


Nour article on Wood OO thee 
] agree 
attractive 


the December issue. 
ad “ESKS are more 

pile like he who loves beau 

However, a hetter LOE dur 

able ni uld be appreciated. Also 
whe Cul The a e that wood swells 
humid ¢ and drawers stu ke, and 

i remer a block plane: 

are OT a ar de CC mpany. We 
have 44 desks and have standardized on 
vood desks ( } sake of harmony in 


} 


appearance, L e¢ desks are muUcn 


easier ))} ais po itions, We never hare 
any drawer dificulties with the four we 
have. The drawers are On rollers and, 
) matter how much weight or humidity 
there s, they me out and back u tthout 
effort. 

Our office force 1s 100% wm favor of 
steel desks for that reason. Please for 


etter to the W.O.F UT. A. R. 
Office Manager, Southern 


u ard this 


Glazeman, 
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FAttee eer eeenes 


* SEMI-AUTOMATIC SPEED BINDER 


Colorful Cummins Plastic invites readership, commands 
attention, helps sell sales material, reports and presenta- 
tions. Pages turn easily, lie flat, are easier to read and 
have that professionally-bound appearance. Designed 
foroperation by anyone without special training, Cummins 
precision plastic binding and punching equipment is 
easy to set and perfectly safe, always ready for binding 
when you need it. Plastic Binding Material by Cummins 
is available in ten smart colors and in popular ring cen- 
ters and diameters. Make sure your booklets ... one, ten 
orathousand ...are ready when you need them. They're 
bound to be accepted because they're bound to sell 
with Cummins! 

Cummins is the nation's leader in paper punching 
equipment, and has been for more than 70 years. 


with Cummins 
"do-it-yourself" 
plastic binding! 


new booklet describ- 
ing Cummins Plastic 
Material, Plastic 
Binding and Plastic 
Binding Equipment 


5 
F 
| Send for intormative 


SEMI-AUTOMATIC SPEED BINDER DESK-A-LECTRIC PUNCH 

Fast, effortiess binding made pos- Hand punching bottlenecks elimi 
sible with exclusive automatic re- nated, entire plastic binding process 
quickened with a fraction of the effort 


lease, convenient plastic material 
Automatic performance guaranteed 


feed tray, quick dial setting 


Cummins-Chicago Corporation 
4740 N. Ravenswood Ave. Chicago 40, Ill. 


For More Information Circle No. 245 
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aryland Electric Corp., Hughesville, vide file drawers for wood desks that are 
d. mounted on regular file drawer suspen 
SiOnSs. Many oT these are nylon rolle rs 


{ 


Dear Mr. Glaze man: for easy moveme nt and sound reduction. 

We are delighted that you have stand It is this ty pe of 
ardize d on wood de sks. We are dis- 
turbed at your reports of sticking 
drawers. It cannot be de Vie d that wood, 
as a cellular material, does absorb 
moisture and, under normal conditions, 
u ill react to humidity. In the past SéU- 
eral years it has been standard procedure 


construction feature 
that you are seeking, I am sure. Manu- 
facturers of wood office furniture have 
been aware of the relatively minor, but 
nevertheless annoying, construction fea- 
tures, and most of them have corrected 
the two complaints your office force has 
concerning wood, We are delighted that 


for wood office furniture manufacturers you have recognized the many advan 


to treat drawers so that they do not 
swell. This treatment has been ea that these complaints can be adjusted. 
tre mely effective. It would he inte I would be 
esting to determine the exact age of your 
furniture and whether or not any that 


you have purchased recently are af- 


tages of wood furniture and we trus/ 


interested in knowing the 
name of the manufacturer of your furni 
ture,if you happen to know it. If not, 
the dealer who supplied it would prob 
flicted with the complaint mentioned in ably be able to furnish this identity. 1 
your letter. We have received very feu ASSUre 


you that this organization is most 
complaints im the past five wears con- 


anxious to see you completely satis fied 
cerning sticking drawers and we are with the 


equipment you are presently 
certain that the drawer treatment 


is the using.—Robert A. Spelman, Executive 
reason. Director, Wood Office Furniture Insti 
Most wood oftlice de si companies pro- tute, W ashington, D. C. 


“SPLIT-SECOND” PAYROLL TAX COMPUTER ——— 


PAYS 
FOR ITSELF 
IN 30 


and reams of figures, when pay- 
3 VER oe rolls can be so simple... : 
CALCULER-D NEVES coceTe THE AYRES WAY 
One of the greatest time savers Interchangeable ; 
offered payroll clerks, auditors drums permit chang- 
and bookkeepers since F.1.C.A. '"9 charts for tax 
and Withholding Tax went into ‘eV!stons. 
effect. Used by concerns em- SOLD. ON 4 im § the ' . 
ploying from 20 to 20,000. 30 DAY TRIAL GUARANTEE tweet oT Me Wagers . . . On 
° complete F. |. C. A. and With- 
FOR. ANY PAYROLL SCHEDULE lla Dns Rake son 
DAILY * WEEKLY * BIWEEKLY * MONTHLY * SEMI-MONTHLY nieces snap age 
Uses government approved, calculations a single line... Saves 50% time, 


rit di * tr 





your 


i a — cui, anmeene “Tested through use 
AYRES CORPORATION, BOX 1081, WILMINGTON, CALIF by leading concerns.” 
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put your business 


messages 


on Hammermill Mimeo-Bond 


Better attention for your sales letters, news 
releases, whatever you mimeograph, will 
come naturally when they’re bright, clean, 
easy to read. 


Clean, easy-to-read mimeographed mes- 
sages start with a paper that’s made for 
stencil duplicating work. Hammermill 
Mimeo-Bond. It’s now brighter and more 
opaque to give your messages more visual 
contrast, more eye appeal. The new, firmer 
surface resists linting. You can get up to 
2000 readable copies from a single stencil. 


Hammermill Mimeo-Bond contains Neu- 
tracel®—the exclusive Hammermill pulp 
that brings to fine papers the special quali- 
ties that nature grows in northern hard- 
woods. You get better looking copies be- 


HAMMERMILL 


DUPLICATING PAPERS 


cause Neutracel blends with other quality 
pulps to give Hammermill Mimeo-Bond a 
more uniform surface, a clearer, more at- 
tractive sheet formation. And Hammermill 
Mimeo-Bond still has the unique “air- 
cushion” surface to minimize set-off, 


FOR SHORTER RUNS choose new, 
brighter Hammermill Duplicator paper 
Provides up to 200 readable copies from 
a single master. Made especially for spirit 
or Azograph equipment. 


Hammermill Mimeo-Bond and Hammer- 
mill Duplicator will fit your color Signal 
System. Their colors match Hammermill 
Bond and Hammermill Bond Envelopes. 
Hammermill Paper Company, Erie, Penn- 
sylvania. 


FOR BETTER COPIES FROM 
OFFICE DUPLICATORS 


For More Information Circle No. 209 
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You Get Things Done With 
Boardmaster Visual Control 





- Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 100,000 in Use 


Complete price $4g9°° including cards 


FREE 24-PAGE BOOKLET NO. F-100 


it. Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


For More Information Circle No. 303 


3 PHON PROBLEMS 


SOLVED ——_ 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 


Traffic, 


Inventory, 











For More Information Circle No. 304 





THE PUNCHED CARD ANNUAL, VOL, 5 edited 
by D. A. Talucei. Punched Card Publishing Co., 
836 Maccabees Bldg., Detroit 2, 208 pp., $8.50. 


This, the latest issue of a book which 
has established 
the subtitle 
Data 

a natural progression 
Yo. ] as-** 
The 


sections, management and 


itself in its field, carries 
‘* Machine 


Processing,’’ the 


Accounting and 
latter 
which began with 
The Punched Card Annual.’’ 


two 


indicating 


current issue is divided into 
applications, 
reading audi 


which promises it a wide 


ence mong executives, supervisors and 
workers 
oftice 


ested in the 


departments using automatic 


nachines. Management is inter 


results obtainable, while 


others are interested in work techniques 
and methods. Especially attractive to this 
latter group will be the sections of tips 
This 
volume also contains a cross index to all 


them 


on tabulating, forms and eoding. 


five issues and the five volumes 


selves are available for $37.50. 


INTEGRATED DATA PROCESSING FOR EVERY 
OFFICE by H. John Ross. Office Research In- 
stitute, Box 1303, Miami 43, Fla., 80 pp., $2. 


The author 


simple 


thesis that a 


papel 


management 


presents the 
change in the eoncept of 
work or the part of top 
would bring any company an immediate 
and inevitable reduction in ¢lerical costs 
without the introduction of expensive au 
tomatic data processing 


equipment. He 


cites cases where automatie machines 


were installed and effected great savings 
which could have been more economically 
clerical 


g 


data 


achieved by management. 


‘“Integrated processing can be ac 


complished in any organization,’’ writes 


Mr. Ross, ‘‘ without the purchase of any 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com 
ete a PLASTICO B wn DING in minutes! Precision machine 


results. And these easy-to-operate ma 
on pay for Preset 


nodernizes. 
> unbroken doubly 
yothly no matter how thick 
y of rich colors, PLASTICO BIND 


r treatment with digr 


PLASTIC BINDING CORPORATION 
Dept. © 732 Sherman St., Chicago, 5 Illinoi 


For More Information Circle No. 


PLASTIC BINDING CORPORATION 


Please rush FREE MANUAL giving me full information about 


the new PLASTICO Hand-Operated Punching and Binding 
Units, 





Originators of Plas 3inding in America Ts mealipericeeinipiatiaingeacaeaeniaatalliti acca 
732 novell St. 15 W.- 24th St. en 
Chicago 5, Ill New York 10, N. Y 


City aos CORP cuss GIS 


‘ 
! 
| Nome Title 
| 





ven- 


all rroblems confronting all business 
tures nanagement, finance, selling, en- 
rineerin and development, operations 
labor costs, materials cost, over 
costs, and administrative 
analyzes each problem 
one is related to 
together to 
Em 


sales 
1uthor 
how 
they fit 
picture 
£ 


direct 
head, 
The : 
. show Ss 
how 
Mr. 


Gray 


Frequently 
equipment 
top 


Kind at all. 
that is neede is duplicatin 
ut nominal eost.’’ He implies that 
management has not arrived at ‘‘com- 
plete matur in its concept of data 
processing, ’’ costs. 
Sé parately 
, 1r and 
COMMON SENSE IN BUSINESS by J. Seton Gray the other a 
McGraw-Hill Book Co., 330 West 42nd St., complete the management 
New York 36, 158 pp., $3.50. hasis is give n to research and engineer 
Techniques for handling ten major ing for the small business. 
Slow work slitting envelopes by 
hand! And patching together cut 
letters with transparent tape takes 
aluable time, delays mail 
. loses time for the 


- 
distribution 

whole offic e! 

e Avoid all these problems with a 
Pitney-Bowes MailOpener that safely 


trims a hairline edge off envelope 
an be fed! Opens 





as fast as they 





— 
any kind or size of envelope. Far 
than opening 


faster and neater 

mail by hand-and-dagger method! 
e Investigate! There’s a hand 
or electric MailOpener model, 

for every oflice, large or small 
all any Pitney-Bowes office for a 
demonstration. Or send for free 


illustrated booklet 











# @ 
cs 
in-charqe-of 
t FREE: Handy desk or wall chart of 
Postal Rates with parcel post 
opening Meal map and zone finder. 
PITNEY-BOWES 
offices i 96 cities in U.S. and Canad 
. 327 
Tue Orrice—February, 195; 


oe 
hee saaill 
O 
Pitney-BowEs, INC. 
3462 Walnut Street. Stamford, Conn 
originators of the postage meter , 
For More Information Circle No 
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raised his company (Fuller Mfg. Co., 


Kalamazoo) from receivership to a po 


sition of respect and profit. 


FACTORS IN EFFECTIVE ADMINISTRATION. 
Graduate School of Business, Room 502-A, 
Columbia University, New York 27, 286 pp., 
$3.25. 

A research study representing the com 
bined thinking of teachers of adminis- 
tration at 20 universities, 60% 
significant amounts of consulting 
experience and 17% who have held full 
time 


of whom 
have 
business executive positions. It 
throws some light on what factors con 
tribute to the success of an administrator, 
the goals to aim for in training execu 
tives, and what leading universities are 
doing to educate administrators. 


J. L. LASSER’S STANDARD HANDBOOK OF 
BUSINESS TAX TECHNIQUES. McGraw-Hill 
Book Co., 330 West 42nd St., New York 36, 
568 pp., $14. 

How businessmen can avoid overpaying 
taking the 

The 


relation to 


business income 


taxes, by 


proper course in many decisions, 


with the tax in 
dividends, rent, royalties, 


book dea ls 
compensat ion, 


advertising, research, and development 


cost gs 


buying or selling a business, the 


business, and other areas 
Each 
with de 
scriptive material and with an example 


containing information. No 


family-owned 


requiring management decisions. 


topic is covered in two ways: 


practical 
knowledge of taxes is assumed on the 
reader’s part; all tax terms are explained 


as they come up. 


EVERYDAY TAX PLANNING TO INCREASE THE 
FAMILY’S SPENDABLE INCOME, Journal of 
Taxation, 147 East SOth St., New York 22, 
144 pp., $2.95. 

Lifetime tax planning is just as im 
portant to the health of the 
family as is estate planning, yet it gets 
attention it 
terial is drawn from professional articles 


financial 


nowhere the deserves. Ma 
in recent issues of ‘‘The Journal of Tax 
ation.’’ All 
ful for both 
as those of limited means. 


> 


and use 
wealth as well 


material is current 
families of 
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All you need is a little pull 


Want to keep things to- 
gether—letters, documents, 
canceled checks—any pa- 
pers? All you need is a 
Schlegel Pull Fastener. 

A pull fastener is a narrow band of 
strong cloth looped through a tiny 
metal ring. Slip whatever you want to 
keep together through the loop, pull 
one of the loop ends, and the noose 
slips tight. It never loses its firm grip 
till you pull the other end. 

You will like pull fasteners when you 
see how well they work, how you can 
use them again and again. 

Order some from your stationer or 
write us direct for a sample, prices, and 
a list of the 14 sizes. 


= 

Al e/ Rochester 7, N. Y. 
| eg Oakville, Ont., Can. 
QS MANUFACTURING COmPanr 


Industrial Textiles Since 1885 
For More Information Circle No. 329 


A portable office key tray... 


The EMBASSY 


OCK it in desk or file drawers, safes, 

closets, lockers, etc., it's easily carried 
to point of use, Offered in five capacities, 
from 21 to 49, the Embassy has all! 
TelKee system components, and it wil 
give real convenience and security. Spe- 
cially priced for commercial buyers 
$15.52 up f.o.b. factory. 


Write Dept. 0-27 today for de- 

al Embassy specifications 

Va ard for our new catalog of 
TEL [ij KEE ‘complete’ TelKee systems for 
z any requirement, large or small. 


The MOORE KEY CONTROL Systems 


P.O. MOORE, INC. + A SUBSIDIARY OF SUNROC CORP 
GLEN RIDDLE, PENNSYLVANIA 


For More Information Circle No. 330 
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Perfect Balance! 











BLUE RIBBON MILL-CUT PAPERS 


no other duplicator paper offers you 


so many important advantages 


by the makers of famous TRIAD brand papers 


An ideal utility paper, high in quality yet economically priced. With BLUE 
RIBBON, a new era of paper perfection has been launched — for BLUE 
RIBBON proves itself with every sheet on every assignment — from bulletins 
and booklets to letters and office forms. BLUE RIBBON comes by its pedigree 
naturally for it has»been developed by Triad to splice happily the highest 
standards with lower budgets. Mill-cut for uniformity, full-bodied, quick- 
drying, easy-feeding BLUE RIBBON papers have the very features you have 
learned to expect only of costly papers. Write for FREE samples. 


@ MIMEOGRAPH @ BOND @ SPIRIT @ OFFSET 

16, 20 & 24 Ib. sub- 16 & 20 Ib. substance DUPLICATOR DUPLICATOR 
stance—white. 6 colors — white and 6 colors 16 & 20 Ib. substance 16 & 20 Ib. substance. 
in 20 Ib. sub. only Buff, Blue, Canary, — white. 5 colors in 20 White only. 

Buff, Blue, Canary, Pink, Goldenrod, Green, Ib. sub., Blue, Canary, 

Pink, Goldenrod, Green Green, ‘Pink, Buff. 


GROVETON PAPERS CO. 


GROVETON, NEW HAMPSHIRE 


For More Information Circle No. 163 





Visomatic 
Typewriters 


the new... the exclusive -.. 


Now... R. C. Allen Visomatic Typewriters in any of 21 
color-keyed combinations to match your office. There are 
new R. C. Allen features, too, that mean more efficient typ- 
ing... the new R. C. Allen Hi-Speed Touch has a lighter 
touch for less typing effort; exclusive visible and automatic 
margins let you "see it, set it, forget it”. Fabric or carbon 
ribbon, choice of type styles, carriage widths — 11” to 26” 


10-KEY ADDING MACHINE 
The Only Adding Machine With a Memory 


You save time and motion, avoid errors with the exclu- 
sive. R. C. Allen Memory and Recall Keys... press the 
memory key and hold any figure for later use, bring it 
back when you want it... press the Recall Key to speedily 
restore and correct errors without re-indexing. Also 
automatic step-over multiplication, motorized correction 
key and single or single-double-triple cipher keys. 


Please send me full color literature on the new "Color- 

R C All Keyed" Visomatic Typewriter, and folder on the Adding 
Machine With A Memory. 
Ll. ALLEN 


= TUT al-t-1- yt Cetalial-1- Pam lal om 


Cc 


NAME 
FIRM 


668 Front Avenue, N. W. | ADDRESS. = 
Grand Rapids, Michigan | city STATE____ 
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From England comes the champion of 
Office printers: the “‘Roneo 750.’’-—The 
quality of reproduction obtained with 
the all-new ‘‘Roneo 750” is so far su- 
perior to any other duplicating process 
that even printers cannot tell the dif- 
ference between “Roneographing” and 
professional printing —Only the new 
exclusive ‘‘Roneotronic’ process re 
produces unscreened photographs with 
stunning richness of detail.—‘‘Roneo 
750” is absolutely clean with exclusive 
“Roneo Multiple Silk Screen’’ and Semi- 
Paste ink in tubes. Your hands never 
touch ink, even when making a color 
change'!—Clip this ad to your letter- 
head and mail for more information to 
‘‘addo-x inc’’—300 Park Avenue, NY 22 


o West European 


quality product 





For More Information Circle No. 190 
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1—matchless Swedish craftmanship, 
modern design, precision engineering 
2—calculator performance at adding 
machine cost withexclusive step-o-matic 
3—world’s smoothest action for quiet, 
lightning fast, error proof operation 
Add the new blue-gray and streamlined 
case with built-in carriage—and you 
have the world’s best buy in adding 
machines today:—the ‘‘addo-x”’ 

Enjoy a life-time of dependability, effi- 
ciency and real economy with ‘‘addo-x”’. 
Nation-wide ‘‘addo-x” dealers are as 
near as the Yellow Pages——Ask for 
free demonstration in your office or clip 
this ad to your letterhead and mail it 
today for further information to: 

“‘addo-x inc’’—300 Park Avenue, NY 22 


a West European 


quolity product 


For More Information Circle No. 189 
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_ DIV-I-DEX 


THE ANSWER TO YOUR SOS* 


With a DIV-I-DEX installation, there 
is no added expense — no new equip- 
ment — no special folders. The file 
drawer is divided into six flexible com- 
partments. Folders cannot slump — in- 
dex tabs are plainly visible, saving time, 
space and money. There is never any 
overcrowding with the DIV-I-DEX 
“drop in” system of filing. When a 
section is filled to capacity, folders and 
guides of the overcrowded space are 
transferred to another cell, relieving con- 
gestion and providing greater accessi- 
bility to wanted data. DIV-I-DEX gives 
you four times the capacity over bulky, 
space consuming hanging folders at %4 
the cost. 


At your stationer or write for circular 


* SAVE OUR SYSTEM 


CEL-U-UEX CURPURATION 


1 MAIN ST., BROOKLYN 1, N. Y. 
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THE OFFICE 


February, 1957 











Even their shepherd admits he can't figure 
out which is which. You'll be pleasantly 
surprised to find out that the last 
duplicated copy looks just like the first 
when you use all-new Colitho Direct Image 
Paper Plates and duplicating supplies. 


The secret of this greater uniformity is that 
from plate to plate, box to box and 
shipment to shipment, Colitho 

Direct Image Paper Plates are 

ph Control-coated to closer 

tolerances than ever before. And 


Colitho Etch and Fountain Solution are COPIES 


specially formulated to bring out the exact 


same sparkling appearance from that look 


every plate. 


a 
Systems men and duplicator operators the alike 


country over are discovering this great 
new uniformity Colitho gives all their 
offset duplicating. For the name of 

your nearest Colitho supplier, write: 
Columbia Ribbon & Carbon Mfg. Co., Inc. 
Glen Cove, New York. 


COLITHO 
OFFSET 
DUPLICATING 
sd PLATES 
AND 
SUPPLIES eee 


DIRECT IMAGE 


PAPER PLATES 


For More Information Circle No. 270 
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Executives, 
THIS PRECISION 
FITS IN YOUR 


note! 
RECORDER 
POCKET! 





niaiion p a 


out of sight, out of mind—you get all the facts! 


BUSINESSMEN—if you’ve ever 
wanted a “second memory” to 
relieve the pressure of your daily 
chores, here it is! 

MINIFON P55-S—the only pocket- 
sized, push-button precision re- 
corder in the world! 

Take it with you wherever you 
go by train, car or plane. In your 


pocket or out, it can record your 
“on the spot’ reports or dicta- 
tion as fast as you can press the 
record button! Records every- 
thing—up to 2 hours on a single 
reel! Plays back, erases, rewinds 
—does everything the big, bulky 
recorders. do, but it’s only 28 
ounces! Battery operated or A/C. 


Sold only through authorized franchised dealers. 


For complete details, write: 


GEISS-AMERICA bept. 0.2, chicago 45, m. 


In Canada: Imperial Typewriters of Canada, 216 McGill St., Montreal, Quebec 
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...When folded the EMBEE way 


She'll fall in love with this speedy little 
Davidson EMBEE Fo!lder—and why not? It frees 
her from hand-folding chores... lets her keep 
up with productive work. 

The EMBEE will save you money, too! 
Eliminates hidden hand-folding costs. 
It folds, scores, slits, perforates! 
It reduces space needed for paper 
storage... folds accurately and 
uniformly... insures prompt 
mailing schedules. 





ae ——— EMBEE 


j \» 
es 
Model 360 \ tC 
for sheets up to 13%” x 27”. 


Demonstration 


0-2-7 
(1) Arrange denenatitien () Send EMBEE literature 





Firm 





Text set in Linotype * Headings in ProType 


®...- CORPORATION, Street 
A Subsidiary of Mergenthaler Linotype Company 


29 RYERSON STREET, BROOKLYN 5, NEW YORK Zone State. 
Distributors in oll principal cities 





| 

| 

Name | 
| 

| 

| 

| 

| 
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If she worked 
in America she’d 


wantacClary'! 


( First adding machine 
ever to outspeed the abacus ) 


e 








Never before has an adding machine 

proved officially faster than the Oriental 

abacus, until a recent network TV show... 

with an American office girl using a Clary 

10-Key, competing against a Tokyo girl 

who spent years mastering the abacus and 

was an abacus champion of Japan. The 
BUSINESS 
MACHINES 
DIVISION 

CLARY CORPORATION 

San Gabriel, California 


Clary was faster on all 3 counts—addition, 
subtraction, multiplication. No wonder 
Clary is the adding machine choice of 
over 160,C00 modern offices! 


In Canada: Clary Multiplier 
of Canada, Ltd., Toronto 


MA NES, ELECTRONIC DATA-HANDLING EQ PMENT, AIR 


For More Information Circle No. 193 
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from order 


r 4 
to invoice... 2 per 
\' Xs, 
WRITTEN JUST ONCE \ 





From first step to final record, all the 
paperwork you require to process 

an order is reproduced from just 

one writing—with Ozalid. 


You start with an order filled out by your 
salesman or clerk. Ozalid copies, turned 
out in seconds, serve in order filling, 
shipping and billing. You end costly, 
repetitious handcopying and retyping... 
eliminate copy errors and proofreading .. . 
get shipments and bills out sooner . . . 
improve customer service. 





Ozalid ends wasteful duplication 
of paperwork throughout your 
business. In every department, 
Ozalid replaces costly writing 

or typing with inexpensive 
Direct Copying. 


For the full story, call your local 
Ozalid representative . . . or send 
coupon below for more information. 


OZALID" 


DIRECT SYSTEMS 
7CUrY/ 


A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


| Ozalid, Dept. 1-2, Johnson City, N. Y. | 
Please send more information on how Ozalid | 
Direct Copying can help us with our: 
( Order- Invoicing CD Purchasing (CD Accounting | 
(CD Production Control C) Receiving C Engineering | 





Position 





Firm 





| 

| 

Address. | 
Ci ty. State | 
od 


Shs cee cane can GED GEE GD END ED GND GED HEED GEEND EEE 





| Name 
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S) simple. .. 


even the boss can work it!* 


And he'll want to! 


You don’t have to be an expert to get perfect photocopies 
every time. With the Copy-Craft’s broad margin for error 
even a beginner can make beautiful black-on-white copies of 
anything, in seconds. And they’re sharp, exact and permanent. 
Try it yourself! See how easy it is to use, how little photocopy 
paper you waste, and how handsome the compact gray-green 
Copy-Craft looks in your office. 

We'll be glad to give you a no-obligation trial right in your 
own office on anything you'd like to copy. Write or phone. 


Dovel 
COPY- CRAFT inc. 105 cuamsers stREET, NEW YORK 7, N.Y. + BArclay 7-4150 


CARBON PAPER AND RIBGONS F A NG. PHOTOCOPYING AND SYSTEMS MACHINES ANDO SUPPLIES 
For More Information Circle No. 274 
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The Olivetti Lexikon has a number 
of very special qualities, some imme- 
diately apparent, others less so. The 
crisp, clear beauty of its typing, the 
pleasing look of its simple lines— 
these the eye can hardly miss from the 
first. With greater familiarity comes 
a full appreciation of the Lexikon’s 
“gentled”’ key action, which cushions 
the touch and accelerates the type 
bar to produce sharp typescript with 
minimum typing effort. And it will 
literally take years to know the full 
merit of Olivetti’s unique roller bear- 
ing carriage glide—for it will preserve 
the Lexikon’s perfect typing align- 
ment almost indefinitely. 


Tue Orrice—February, 1957 


Olivetti office typewriters are guar- 
anteed for 12 months instead of the 
usual 90 days. Have you also seen 
Olivetti’s electric and portable type- 
writers? Hand, electric and duplex 
adding machines? Single and double 
register printing calculators? Ac- 
counting and posting machines? Re- 
markably dependable, Olivetti 
machines require a minimum of 
maintenance; service and spare parts 
are quickly available through dealers 
in all 48 states. Branch offices and 
showrooms in New York, Chicago 
and San Francisco. Olivetti Corpo- 
ration of America, 580 Fifth Avenue, 


New York 36, New York. 


olivetti 


For More Information Circle No. 191 





Small Unit - Big Savings for manufacturer 


with Rol-Dex record handling equipment! 


The photo shows one of two stations of Rol-Dex ROL-DEX equipment means cost savings for 
equipment recently installed at the Wagner active record handling operations because: 
Electric Corp. in St. Louis. This manufacturer SPEED of operation is increased without 
of electrical and automotive products uses addition of more personnel. 

Rol-Dex to house their open order files. Corre- EFFICIENCY of operation is increased— 
spondence size records are kept in 9 15/16” less error—complete accessibility. 

deep x 1134"' wide hanging folders. The clerk REDUCED FATIGUE and better working 
rolls with the chair-desk assembly between the conditions results in fewer personnel han- 
two six foot units. Note that the records are dling greater work load with more efficiency. 
readily accessible to outside reference. 


Send for more information on this and other Rol-Dex 
applications, to: 


Dept. O-2, Rol-Dex Division 
WATSON MANUFACTURING 
COMPANY, Inc. 
Jamestown, N. Y. 


For More Information Circle No. 253 


Tue Orrice—February, 1957 





Ww. H. FREY, Secretary 
& Treasurer 


ACCURATE, UP-TO-THE-MINUTE RECORDS are easily obtained with this National ‘31." 


“Our @alional System 


saves us *12,400 a year... 


returns 68% annually on our investment!” ~Putien Chectieat Co. 
tianta, a. 


‘In the past five years we have doubled in size,"’ writes I” a — too, National 

, a : machines will pay for themselves 
W. H. Frey, Sec’y. & Treas.,“‘yet our accounting depart- 1:4 sh. srt. Pen ne: ten 
ment has easily kept pace with this growth—thanks to continue savings as annual profit. 
Your nearby National man will 
gladly show you how. Or write t 
“‘We use Nationals for all our Accounts Receivable, Ac- #5 at Dayton 9, Obio. 


our efficient National System. 


counts Payable, General Ledger, and Payroll accounting. 
‘ ®TRACE MARK REG. U.S. PAT OFF 


‘‘On the basis of time and money saved, our National 


System saves us $12,400 a year—returns 68% annually Omlonai 
on investment!”’ 


THE NATIONAL CASH REGISTER COMPANY, pavton 9, on10 ee 


ADDING MACHINES » CASH REGISTERS 
989 OFFICES IN 94 COUNTRIES be 
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CKERS 


puPListl 
= 1 


purciquik 


DUPLISTICKER MAIL- 
AIDS, FOR TYPEWRIT- 

ER AND MIMEOGRAPH. 

CHOICE OF 24 OR 33 

ADDRESSING LABELS 

TO EACH SHEET, FIN- 

EST GUMMED STOCK. 

24 ON SHEETS, 500 TO 

A BOX, 33 ON SHEETS, 

25, 100 AND 500 SHEET 
LOTS, 


DUPLIQUIK MAIL=-AIDS, 
SPECIAL STOCK FOR 
USE WITH ‘“‘SPIRIT’’ 
OR “LIQUID’® PRO- 
CESS DUPLICATING 
MACHINES. CAN ALSO 
BE USED WITH TYPE- 
WRITER, 33 LABELS 
ON A SHEET PACK- 
AGED 100 AND SOO 
SHEETS, 42 LABELS 
ON A SHEET PACK- 
AGED 500 SHEETS. 


DUPLISNAP CARBON 
INTERLEAVED MAIL- 
AIDS. MADE IN SETS 
OF 2, 3, 4, 5 AND 6 
SHEETS, 33 LABELS 
TO EACH SHEET, IN- 
TERLEAVED WITH 
SMUDGE RESISTANT 
CARBON. FOR’ USE 
WITH TYPEWRITER, 








Co Fast... 
Yet SoEasy 


TO SPEED YOUR 


MAILINGS 


More and more offices 
have discovered how 
these famous EUREKA 
addressing labels can 
simplify and speed mail- 
ings. We'd like to tell 
you how they can best 
serve you. We've pre- 
pared a_ special bro- 
chure, ‘‘Speed Your 
Mailings’’. Write today 
for your FREE copy... 


Ae 


=~ 
EuwA 


EUREKA SPECIALTY 


PRINTING CO. 


518 Electric Street, Scranton, Pa. 
DUPLISTICKERS, DUPLIQUIK, DUPLISNAPS, MAIL-AIDS, T.M. REG. U.S. PAT. OFF. 
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An airplane drawing, 3!/2 ft. wide and 
7 ft, long, was reproduced in perfect 
register by Keuffel & Esser Co. in 
New York from two 4" x 6" Micro- 
Master negatives that had been air- 
mailed in Los Angeles the day be- 
fore for only 36 cents. Cost of air- 
mailing the tracing itself would have 
been $3.55. Roy Davis, TWA's gen- 
eral maintenance foreman at Idlewild 
Airport, holds the negatives while 
three inspectors support the drawing. 
All 30,000 drawings of the Lockheed 
1649 transport will be furnished to 
TWA on 105mm Micro-Master nega- 
tives, Their storage will require only 
15 sq. ft., compared to 392 sq. ft. 
that full-sized blueprints would need. 
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Burdine's recently opened branch 
store in Miami's 163rd St, Shopping 
Center is equipped with Clary cash 
registers, One of the two-tone, light- 
weight machines, used in the new 
simplified department store register 
system, is shown here in operation at 
the handbag counter. 





Machine Systems 
Laboratory of Uarco, 
Inc., in Chicago, 
where systems plan- 
ning specialists test 
forms designs and 
constructions on 
automatic _process- 
ing equipment. 
When test forms 
which meet the cus- 
tomer's requirements 
prove efficient on 
the machines he will 
install, Uarco can 
print the forms in 
quantity and the cus- 
tomer can order the 
machines. Equipment 
can then be fully 
utilized upon its de- 
livery, without sub- 
sequent changes and 
adaptations. 


Dr. Waloddi Weibull 
(right) discusses an 
Alwac electronic 
digital computer 
with his son, Bengt, 
who purchased the 
machine for ship- 
ment to Sweden 
where it will be used 
by European _air- 
craft, industrial, en- 
gineering, business 
firms and universi- 
ties. Bengt Weibull 
is general manager 
of the Autronic 
Computing Center, 
Stockholm, where 
the Alwac, manufac- 
tured by Logistics 
Research, Inc., will 
be installed. 
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Industrial designer Ken White in an office furnished with products designed by his firm, The 
complete ensemble, known as the 1000 Series, is color-keyed around Jasper Desk Company's 
Desks which come with top panels and optional modesty panels in four decorator colors. The 
chairs are by Thomas Furniture Co., stacking bookcases and cabinets by Hale Industries, world 
globes by Weber Costello Co., and matched leather desk accessories by Sainberg & Co. All 
the furniture comes in four matching walnut finishes, so that the complete ensemble gives the 
office a professionally designed appearance without a decorator's bill. For more information, 
write Ken White Associates, Box 209, Westwood, N. J. 
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Coordinated 
Office 


Furnishings 


The Jasper 1000 Desk has in- 
terchangeable pedestals to 
make the basic unit suitable 
for anything from a _ recep- 
tionist's station to an execu- 
tive desk, Its knock-down con- 
struction saves up to 50% in 
shipping costs and allows easy 
assembly and modification by 
the dealer, 





These chairs in the 
Fond Du Lac County 
Courthouse were 
manufactured by 
Milwaukee Chair Co. 
and installed by 
Berndt Printing Co. 
of Fond Du Lac., 
Wis. 


Hercules business 
machine stands, 
manufactured by 
Meilink Steel Safe 
Co., in the Nebraska 
State Teachers Col- 
lege at Wayne. 
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Pitney-Bowes _ presi- 
dent Walter H. 
Wheeler Jr. (cen- 
ter), receives report 
on employee enroll- 
ments in the com- 
pany's new major 
medical health insur- 
ance plan, which 
provides up to $10,- 
000 for a single ill- 
ness or injury and a 
lifetime maximum of 
$20,000 per em- 
ployee or depend- 
ent. In charge of 
returns to date, 
covering 3,531 em- 
ployees and 5,857 
of their dependents, 
are Charles H. 
Ulrich (right) and 
Talitha Morris (left). 


Eight hundred employees of Mutual Life Insurance Co. of New York's home office were given 

free inoculations of Salk anti-polio vaccine in the company's medical clinic. Eight daily 

periods of two hours each completed the job and employees will return later for their second 
and third injections. 
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Appliance Manufacturer’s Purchase Order System 


Frank Rybarcyk (at right), shipping 
clerk, hands the order to a driver for 
the firm which will do the processing. 
The driver signs the order and retains 
one copy. Other copies go to originat- 
ing department, purchasing, cost ac- 
counting and accounts payable. The 
master is sent to the receiving section. 


Birtman Electric Co., Chicago, issues 
some 2500 purchase orders a month, 
75% of which are for outside process- 
ing of their materials which come back 
in smaller, partial shipments. This means 
that their receiving department gets 
some 20,000 lots of merchandise and 
must approve payment on each. Follow- 
ing is the procedure they use: Al West 
(at left), machine shop expediter, 
writes a processing purchase order on 
a six-part form containing an A. B. Dick 
Azograph master. 


Raymond Oken (at left), receiving 
inspector, records receipt of materials 
on the master, This includes receipt 
number, date, item, quantity received, 
balance due, department needing ma- 
terial, carrier's mame, charges and 
checker's name. (See next page). 
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Herbert Beilfuss (at right), a receiving clerk at 
Birtman Electric Co., Chicago, then puts the 
Azograph master on a duplicator and makes 
copies for the originating department, purchas- 
ing, cost accounting and accounts payable. 
Master is saved if only partial shipment has been 
received, so that data on subsequent shipments 
can be added to it and more copies duplicated 
for all departments, to keep an up-to-date tally 
on receipts against each order 


After typing, Mrs. Folan separates the 
copies, As in the case of an order for 
processing, the master is sent to the 
receiving department, Since there is 
no material to be sent from their plant, 
original and one copy of the purchase 
order are mailed to the vendor, and 
other copies retained by the various 
departments. 


THe Orrice—February, 1957 


lf the purchase order is for original 

materials, rather than processing work, 

it is typed in the purchasing depart- 
ment by Joan Folan (at left). 





New Cincinnati 


Office Building 


New I 1-story general office building 
of Procter & Gamble Co. in down- 
town Cincinnati has 320,000 sq. ft. 
of usable floorspace for more than 
1500 office workers. It is the first 
building in Cincinnati to be 
equipped with a major escalator in- 
stallation (from lobby to fifth floor), 
and an electronic data processing 
installation will be completed this 
spring. Most of the 720 windows 
are reversable for cleaning. A snow 
melting system beneath the pave- 
ment keeps snow from being tracked 
into the lobby. The building is de- 
signed so that a rooftop heliport 
can be installed when necessary. 





A typical office area in the new 
Procter & Gamble building. Mov- 
able partitions allow perimeter of- 
fices to be 10, 12 or 14 ft. wide. 
Cellular steel floors are topped 
with 2!/," of lightweight concrete 
and gray-brown vinyl asbestos tile. 
Metal office furniture is light beige 
with plastic tops. Carpeted [Ith 
floor contains executive offices, and 
is paneled in oak and walnut, Em- 
ployees’ dining and kitchen facilities 
cover entire fifth floor, Other fea- 
tures include year-round tempera- 
ture control, fluorescent lighting 
providing 55 footcandles and ver- 
tical mail conveyor to each floor. 
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Csilbert Papers 


The brilliance and business-like crisp feel of 

these, America’s finest bond papers, give added 
authority to your message... get attention... 

get results. There is a wide variety of Gilbert cotton 
fibre papers... Superior for business 
correspondence and business records... available 
through your printing supplier and local Gilbert 
Paper Merchant. Ask for samples. 


GILBERT 


PAPER COMPANY 


oe 


wENASHA wisconst® 


A GOOD LETTER IS ALWAYS BETTER ... WRITTEN ON A GILBERT COTTON FIBRE BOND 
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56.95 pcan 3 yes File me. 1478 $62. 75 
The "‘DIRECTOR" File No. 1473 $ ry conce safety v vault doubly protected by 
A ncealed safety vault bly 2 ns: 
& 


2 Key, 


lease 


Specifications: 302"' wide, 37/2" high, 17°" deep. In olive green or ade gray finish. 





The "MERCHANT" File No, 1370 952.25 $69. 95 
concealed ty vault doubly protected by e "'PRESIDENT"’ File No. 475 
f F r letter size suspension drawers 


+ dnb 


ec 
3 index cards (3200 one 
adjustable co mp 
ey. Same as abo v 
Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
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STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17, N.Y. 

















COLE’S “ALL PURPOSE” STANDS 


kifchen 


Use it as a typewriter table, “TV"" stand, 
has 


work table. Rolls on four quality casters 
| walls and fcld-a-way leaves. Opens 
39°" x 17'. Typewriter desk height, Heavy 


ng f » hinges, Olive gree: 


No. 757 $9.95 


No. 759 (illustrated below) Same features as No. 757 plus a 
center desk drawer and book shelf. Ideal as 4 student’s desk 


“SECRETARY” CHAIR 


fatigue and correct 
ture. Four way adjustment. Tt 
ibber upholstered with 
fan iT "Fabrilite’. Brushed % 
frame. One piece drawn base - : 
me, ad ‘ No. 759 


with kick plates. No, 28 
10 EXCITING COLORS ~ ' a $11.95 


G +14 fm _ * 
Granite Gray, Oak Leaf Green 


Tan, Terra Cott W.ne. Sapp aan J “ 
Coral Apr “ ll n Brown, Russe 4, , No. 2810 
| $39.95 








Cole's . ao . “ 
Heavyweight j 1 : : — Seutin action 

All-Purpose : : = button controls 
Stand : : drop leaves 


"Non-Skid’ Top 


Finest protection for your costly 

office machines. Protruding leave j 

improve work efficiency. Shelf for i Lever controls 
books or personal items. Heavy retractable 
steel, electrically welded. Cannot . casters 
tip or tilt. Ball bearing casters 

retract at the flip of a lever. S 

will not move when lever 

Opens to 48!/2"" x 25"" x 26" high. 

Non-skid top holds machine firmly 

in place. Green or Cole Gray. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 243 


‘ae) i: STEEL EQUIPMENT CO., INC. 


415 Madison: Avenue, New York 17,N.Y. 
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- 
LOOSE-LEAF PLANNING 


is a Serious game... 





IRST, THINK it through with the man 
from Elbe. Our representatives always 
give you prompt personal service with 
a friendly professional approach. 











The man from Elbe is a constant source of useful 
ideas. He'll study your problem; discuss objectives, 
illustrate case histories; and pinpoint conclusions by 
offering estimates and samples without obligation. Don’t 
think about it any longer.. . representatives in principal 
cities. Write Dept. F.3 for Elbe’s Free Idea Booklet. 


ELBE FILE « BINDER CO., INC. 


FALL RIVER, MASSACHUSETTS 
New York Showroom — 4117 Fourth Ave. 


ONE OF AMERICA’S LARGEST MFRS. OF LOOSE LEAF PRODUCTS 
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—with your name to bring 


you exclusive repeats! 





Here is the stapler that makes 
‘same-again-please’ orders 100% 
certain—on two counts. Its ‘thor- 
oughbred’ quality* ensures repeat 
orders and those repeats come, can 
only come, to you--BECAUSE THE 
STAPLER IS BRANDED WITH YOUR 
NAME! (to your specification, free 


on large orders). 


REXEL (EXPORT) LTD. 


7/9 Rathbone Street, London, W.1. England. Deliveries from New York) 
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it all adds 
low cost high quality 
product the 


new Regna itemiz ng cash register 


machine 
ALL IN ONE 
STREAMLINED UNIT! 


Ideal for all snvall and 
medium sized retailers 
erb quality product 
ow price class. Compact 





SOT: a P i IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
sion-bull nanual 0 Dame St. W., Montreal, Que., and Business Equipment Machines 
operated models 1 489-R King St. W., Toronto, Ont 


OUTSIDE CONTINENTAL U.S.: Jorgen S. Lien, Box 507, Bergen, 
rway 


Complete stock of Regna parts available throughout the U.S. 


Regna Cash Registe rs, pas. 
175 Fifth Avenue, New York 10, N. 


Gentlemen: 


Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 


PR iictirtcserertencenitenieanensees Rinenerene Rah diasechcneieyssecscseconscnvecsenunas’ 
City..... pinisenonsencstie DE Risisiciiicnsiensee a 
For More Information Circle No. 195 
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2 Special ACCO 


PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 
the newest Acco products— 


The BFC Accopress Binder 


Makes file 
library of neatly bound and titled 
Similar to the famous BF 
Binder _ but 
equipped with an adjustable, ex- 
pandable (up to 6”) back flap to 


your binders into a 


books. 


standard Accopress 


The Accopress 
Pin Prong Binder 


For binding the marginal pre- 
punched sheets used in many office 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The binder—for temporary or 
permanent file use—is equipped 
with an Acco Fastener having very 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 


machine forms. 


provide a tight, flat indexing surface 


regardless of the thickness of the contents 


of the binder. Economical, and ideal for 


binding all papers. 


ACCO PRODUCTS, 


Ogdensburg 


INC, In Canada: Acco Canadian 


New York Co., Ltd., Toronto 
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The new 


oOmptometer 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


1ited Review 


«Erase unwanted w 
* Mark end of 
electronica 


ly 


All controls are in the 
paim of your hand. 
with UNIMATIC 
REMOTE CONTROL EVENS Do HAVET YOON E OM 
MICROPHONE 


¢ Use same rv 
dictation, trar 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary é ¢ iene dhe ; sisisiiaik Senta 
perfect dictation every time. Yet, dictation is as easy as in of Smee : w sah hie serve 
talking to an old friend because ALL controls are in the pain , . 

of your hand 


r-breeding pre-editing 
nptometer COMMANDER actually pays for 
The mailable Lifetime guaranteed Erase- 


discs 

Learn hov S n can be wan an turn outa 
The same machine serves as a transcriber t's as easy t far greater volume of perfe ‘ er, faster! Want 
transcribe as to listen, because, with perfect dictation, proof? Mail 


Oomptometer — BETTER PRODUCTS TO BETTER BUSINESS 


Felt & Tarrant Mfa. Co. ! 
1724 Marshfield Ave., Chicago 22 ! 
In Can.: Canadian Comptometer. 
Ltd., 501 Yonge St., Toronto 5, Can. I 
OC Arrange a FREE office trial for me on: , 
© Send me literature on ! 
Comptometer COMMANDER 1 
© COMPTOMETER 1 
C Comptometer COMPTOGRAPH “202” 
1 

I 

1 

! 

| 

1 


Name 





rirm. 





COMPTOMETER—World's fastest way Comptometer COMPTOGRAPH “202 
to figure. Try it FREE on your work in -No lost h motion. More fine fea Address. 
your office. Use coupon. tures than any other 10-key machine 
Try it FREE—use coupon. City. Zone State. 
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IS YOUR BUSINESS GROWING? 


lf it is, then your FILES must be growing at a 
proportionate pace! But HOW are they keeping 
pace? Is your index system inflexible, out- 
moded, wasteful? Are additional filing cabi- 
nets eating up more and more valuable floor 
Here are 2 products —exclusives of 
are engineered ex- 
pressly to meet those “‘growing’’ needs! 
VARIADEX®—Scientifically developed alpha- 
betic filing—permits UNLIMITED file expan- 
sion without waste. Your files grow automati- 
cally as your business grows...completely 


space? 
Remington Rand -—that 


eliminating costly waste of discarded indexes. 

KOMPAKT —the revolutionary new line of 
files — gives you an extra drawer in every file. 
You can save up to 50% of your costly filing 
floor space ($3.-$6. per sq. foot!) 

Get full particulars on these TIME-SPACE- 
MONEY-SAVING products ... write Room 1219, 
315 Fourth Avenue, New York 10. Ask for LBV- 
666 —‘‘Variadex”’ and LBV676—‘‘Kompakt.” 

Flemington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 185 
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LESLIE MATTHIES 


Supervisor, Engineering Systems & Procedures, Northrop Aircraft, Inc., Hawthorne, Calif. 
General] Chairman, 1957 International Systems Meeting, Los Angeles. 


OW MUCH would you save your’ a systems engineer receives, from opera- 

company if you could eliminate some tors and supervisors of departments 

of the “reasons” for an operation? whose function is largely clerical, when 
Below are some of the stock answers that the systems man is making a survey: 


Savings if the 
reason were 


REASONS never given 


‘“We’ve always done it that way”’ 


‘We may want this some time’’ 


‘*Department - wants it”’ 
‘‘The customer wants it’’ 
‘*Mr. So-and-so uses it”’ 

6. ‘‘At one time, we had to do it because... 

7. ‘‘I want to keep a control on this’’ 

8. ‘Yes, that was put in by Mr. So-and-so. 
No, he’s no longer with the company’”’ 
‘Oh, we must have that’’ (no reason given 
‘“We don’t think this is necessary, but 
Mr.—oh, I forget his name—wants it”’ 
‘‘The Big Boss (tremble boy and forget it) wants it”’ 
‘‘Management wants it’’ (very nebulous 
‘‘Now that you ask, I’m not sure that we need it”’ 
‘‘We’d like to get rid of this but we don’t know how’’ 
How much could you save the company if all the 
functions justified by the above ‘‘reasons’’ were 
eliminated? TOTAL 
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How to Build a Comprehensive 
FORMS CONTROL MANUAL 


RAY MARIEN 
Manager, Forms Control & Procedures, Olin Mathieson Chemical Corp., New York. 


OST COMPANIES undertaking a 

forms control program advertise 

the fact within their own confines 
by issuing a brochure on the subject. 
This may be a simple two or three page 
statement or it may be a more detailed 
summary which would include procedural 
flow charts and an explanation of the 
workings of the program. We have seen 
many of these from various companies. 
While on the whole they serve the pur 
introducing the program and 
showing the functions of the personnel 
involved, the departments issuing them 
are missing out on an important oppor- 
tunity to inerease the value of their 
manuals. 

It is our belief that a forms control 
manual should be something more than 
just a brochure explaining the high 
points of the program. Potentially, a 
hook of this type can be extremely valu- 
able in the actual day-to-day operation 
of departments engaged in this type of 
work. This ean only come about, how- 
ever, if it is sufficiently comprehensive. 

If it should succeed in being definitive, 
it has the obvious advantage of serving 
as a training guide to new employees en- 
gaged in the program. The larger the 
program, the greater the chance of turn 
over, hence the more useful such a fea 
ture would be. 

In a program such as ours where there 
are six local forms control units strate- 
gically located around the country, with 
two more contemplated for the immediate 
future, it is essential that these units 
follow a uniform pattern. The manual 
will help them accomplish this by setting 
forth the standards they are to follow. 
If it goes into sufficient detail, it may 
well be considered the “bible” for their 
everyday functions. Our manual at- 


pose ot 
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this. It has been constructed 
along the tollowing lines. 

It explains the program, telling why 
it 18 needed, how it began and how it 
works. This chapter is augmented by 
an organizational chart and by a copy 
of our corporate standard procedure on 
the subject. 


tempts 


There is a chapter or section dealing 
with control and how it is accomplished. 
Here we explain such things as num 
bering the forms, the handling of 
requisitions and the question of inven 
This illustrated with 
a flow chart (Fig. 1) of the operation of 
a typical forms control unit, from the 
time the requisition is received right 
through to the finished form. In addi 
tion, our functional file is explained and 
illustrated. This method, as far as we 
are concerned, is the only tried and 
proven way of filing forms so that they 
may be readily 
dations. 

We also go into detail concerning the 
logging in of requisitions so that they 
may be followed through correctly. <A 
page of our forms number record book, 
illustrating the use and advantage of 
our numbering system, is also part of 
this chapter. 

The next chapter deals with forms 
design. This several factors, 
among them are layout, arrangement and 
positioning of data, size, paper used, 
standardization of arrangement, filing 


tories. section 1S 


grouped tor consoli 


covers 


considerations, and type style and sizes. 


To secure this necessary information, we 
utilize a forms data sheet. This requests 
sufficient information from the orginator 
to help us do a proper job. 

The forms used for design sheets, of 
which we have three variations, are in 
eluded, and we fo into eonsiderable de- 
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Fig. 2. To properly design a new form, it is necessary to have certain information pertaining 
to its use and how it will be filed. This information is gathered on a forms data sheet. 
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tail explaining the equipment to be used 
with them and the express purpose of 
each forms design. The principles of 
forms design which we follow under our 
program are set forth clearly. If a form 
is prepared at our Baltimore location, 
at East Alton, Ill., at New Haven, 
Conn., or at West Monroe, La., it will 
still have a certain standardized appear- 
ance common to all locations, an ap- 
pearance that signifies an Olin Mathie- 
son form. 

Part of this chapter is devoted to 
coding the torms design for type prepar- 
ation. Dummy forms, properly coded, 
are included. As our units prepare copy 
for both same-size reproduction and 20% 
reduction on camera, we include both 
versions in our samples. We also have 
two Vari-Typer codes, one for each ver- 
sion. We discuss forms arrangement 
by telling the reader what he should look 
for when laying out a form. This covers 
16 salient points and is, in effect, a check 
list. 

We discuss the proper use of English, 


as this is a factor that is too often over- 
looked when designing a form. A form 
may become more complicated than was 
originally intended, through the use of 
unnecessarily big words, technical jar 
gon and ambiguous words. Emphasis is 
placed on proper sentence structure. 

We have included in this section a de 
tailed study of specialty forms, including 
illustrations of some of the basic types 
such as snapshots, continuous single stub, 
continuous openside strip forms and fan 
fold forms. The exhibits here consist of 
dummy data sheets (Fig. 2), sample d 
sign forms, code sheets for Vani-Type1 
and dummy coded sheets giving examples 
of how the drawings are actually marked 
up for the printer. 

Our next chapter deals with forms 
paper. This explains the difference be- 
tween the various kinds of paper used 
for forms such as bond, ledger, manifold 
and index. The different grades are set 
forth and the matter of sulphite versus 
rag content is explained. Weights of 
paper are considered and standard sheet 
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Fig. 3. This specification sheet is used when the purchasing department orders a form 
either the company print shop or from outside. A more detailed specification sheet is 
for more elaborate forms, but the above serves the majority of forms orders. 
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Fig. 4. When printing plates are purchased on the outside, this release order form is used 
Inasmuch as only one or two plates are ordered at a time, it is not worth the cost of issuing 
a formal purchase order. 


S1Zes exnidit in this 
chapter include 
sheets of different types; 
for rotary torms,; 
characteristics of paper, 
things as permanence, wr 
ing’ qualities, resistance to handling, 
appearance. The 
per paper weight 
preparation is 
Variations 1n 
of forms 
hibit shows the 
that may be 
bond, ledgers 


are given lhe 
t 


thicknesses ol Vari 


ous 
standard color 
] 


sequences ana thie 


listing 


ting and 
} 


and 


question ort the } 


ro 


tor multiple econ’ 


fone into. Th basic 


the 
compared. Last, 


ree 


phy sical construction 


are an ex 


standard size of forms 


from basic sheets of 


and bristol without 


eut 
waste. 

The next chapter covers reproduction. 
Here we explain the proper use of the 
Vari-Typer in our units and list a 
of “Do’s and Don’ts” for the Va 
We the 


sheets, 


a Series 
rl I'ypist 
70 1nto use ot oversize la 


yout 
preprinted nd 
gray-line 
give examples of the 
(Fig. 3) tor printing, accompany 
the drawings or artwork when the form 
is ordered either from an outside printer 


paper masters 
In this 


specification 


Lorms. section: we 
sneets 


which 


or trom our own printshops. We us¢ 
both and short form printing 
specification sheet, depending upon the 
intricacy of the form being ordered. A 
comparison chart listing the cost of var 
ous methods of office duplication is also 
part ol this 

We next discuss the subject of plate 
making. In this include 
direct image paper plates, Xerox plates 
and metal plates, whether procured from 
the outside or made on our own premises. 
The exhibits with this chapter consist of 
a dummy form used for ordering plates 


a long 


Section. 


category we 


on the outside, our offset plate releast 
order (Fig. 4). 
Another section in the manual covers 
the funetions of the corporate or head 
quarters unit and its relationship to the 
Among the functions of the 
corporate department are the following 
It acts as a control point for corporate 
forms. It processes blanket orders for 
these, handles arrangements for stocking 
and issues periodic stock lists of avail 
able corporate forms to all purchasing 


loeal units. 
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and forms control .departments through 
out the corporation. 

In addition, it research 
point for new and better techniques of 
forms design and reproduction. This 
information is disseminated throughout 
the other units. 

The last chapter considers the ques 
reporting. We will not detail 
this here as this chapter and the ensuing 
exhibits were the subject of an article 
which appeared in the September 1956 
issue of THE OFFICE. 

In the back of the manual, which is in 
loose leaf format, there are actual sam 
ples of various paper stocks, by weight 
and rrade. There is 
served for the latest 
list of corporate torms. 

[ssuing a manual in loose leaf format 
permits additions of data pertinent to 
any ot the chapters by the mere in- 
sertion of a punched sheet at a later 


serves as a 


tion of 


also a place re 


issue of the stock 


date. Our manual is indexed by tabbed 
dividers, printed with the topic heading 
of each chapter. This has proven more 
useful to us than the old style index at 
the front of the book 
tion can be looked up more rapidly. 

The manual 


because intorma 
is, in effeet, the voice of 
the corporate department and answers 
most questions pertaining to the program 
while, at the same time, 1 
perfect instrument for 

Our forms control 
100 pages divided 
and exhibits. 


to the 


; 


serves as the 
training 

manual consists of 
equally between text 
Its distribution is limited 
forms control units only. As it 
leaf, however, the 
control which is of general information, 
issued widely. 


] 
IS 1o°0se 


chapter on 
can be It is only a few 
pages in length and includes everything 
of interest to those not actively engaged 
in the operation of the program. Thus 
the manual performs a dual function and 
] 
is infinitely more valuable to us. 





The Permanent Out Card for Filing 


GEORGE BIEK 
Supervisor of Forms Design & Control, General Foods Corp., White Plains, N. Y. 


PERMANENT OUT CARD has a 

limited application but it can greatly 

simplify and expedite filing when 
fairly frequent reference and entries 
must be made for most folders in a file, 
such as the recipients of home relief or 
claims on insurance companies or pub 
lie agencies. There are undoubtedly 
many other applications which may 
come to mind after studying the plan 
outlined. ; 

A ecard should be designed in a color 
other than the color of the folders so 
that it will stand out in the file. The 
suggested card (page 75) eould be used. 
The height of the card, ineluding the 
tab, should be the same height as the fold 
ers when they are in the file. The width 
should be approximately 814” so that 
it will not appear when laid on its side 
in the folder. The tab can be in a dif- 
ferent position than the tabs on the fold 
ers so that the Out Card is always 
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visible for quick reterence. 

When a folder is prepared, an Out 
Card is also prepared with the same tab 
information as the folder. The Out Card 
should always be on top of all reading 
matter in the folder to make it easier 
to find the ecard when the file clerk re- 
moves the folder from the file. As long 
as the folder is active in the file, the 
ecard remains inside the folder. Experi- 
ence has shown that a permanent Out 
Card will increase the file space needed 
by about 5% on the average in a. wel- 
fare office. Of course, this percentage 
will vary with the average amount of 
material filed in a folder. This is per 
haps, the greatest disadvantage but 
where applicable, this is more than off 
set by the many advantages which 
accrue. Because this ecard has less 
handling than a regular out ecard, it 
can be made of thinner, less expensive 
stock to reduce its cost and take up less 
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space in the file drawer. 

When the folder leaves the file to go 
to someone in the office, his or her name 
is entered on the first open line. The 
date entered in instances 
where it 1s from the file by a 
If a perso 


need not be 
taken 
person assigned to a case. 
other than the one assigned takes the 
folder, his name and date are entered 
on the next blank line and the last pre 
vious name is When the 
returned to the file, the last 
name and date are crossed off. 


erossed off. 


folder is 


In public agencies, very often a supe! 
visor is assigned to a group of investi 
and a 
sometimes called a “unit clerk” to per 
form all clerical operations. Under this 
plan, the be decentralized and 
eliminated from a 
central file. <A clerk could easily 
absorb this file function if one or two 
file cabinets are kept in the unit for all 
This permits almost 
instant service to the person who wishes 
the folder withdrawn. 


gvators clerk IS also assioned, 


file can 
clerks 


unit 


one or more 


his active cases. 


A withdrawal slip listing all folders 
wanted is prepared by the person wish 
ing the folders and given to the file clerk. 
The file clerk withdraws each folder and 
stands up the Out Card on one side of 
the file drawer. To keep the proper 
place, the Out Card should be removed 
from the folder and put in the file 
before the folder is completely removed. 
No entries made on the Out 
Card if the folder is requested by the 
person. When the folder is 
returned to the file, the folder is in- 
serted in back of the Out Card as a 
guide, and the Out Card placed inside 
the front of the folder. 

The narrow Card provides the 
means for follow-up. Folders out of 
file longer than a pre-arranged time 
should be followed up. If a folder 
should be checked every other day, week 
or month, the placing ot the ecard on on¢ 
side of the drawer or the other pro 
vides the means for follow-up, based 
on how long a folder ean be safely out 
of file before checking to locate it. Thus, 


need be 


assigned 


Out 
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when folders are removed from file the 
card is placed on one side of the drawer. 
At the next follow-up time, the Out 
Cards are placed on the opposite side. 
Mid-way in the period, all folders on 
the previous side of the drawer should 
be followed-up. If, in checking, the 
folder is located and the holder wishes 
to keep it longer, the card is shifted to 
the other side of the drawer with those 
during the current period. 
Then ecards on the “wrong” side of the 
drawer are followed up before too long 
a period has elapsed. The longer a folder 
is out of file unaceounted for, the 
difheult it be to locate it. 

There are many advantages to this sys 
The Out Card is always at folder 
tab level for instant location. It is not 
necessary to pull folders apart to look 
somewhere near the bottom of 
to read the tab. 

No Out Card 
when a cast 
person. If someone else needs the folder, 
only his name and date are entered. 
This will eliminate the need to enter th« 
name and number time a 
folder is removed 


removed 


more 
may 


tem, 


the eard 


made 
is removed for the assigned 


entries need be 


cast each 
Only one color ot card need be used. 
eard 
delin 


Some systems use a different color 


each week or month to locate 
quent folders. 

Cards should last indefinitely. When 
a ease is closed, the card used 
for another folder by pasting a blank 
cummed label of the same color on the 
tab over the old name, and the new 
name added. Handling is reduced to a 
minimum which life 


of the card. 


ean be 


also inereases the 

Misfiling is practically eliminated be- 
cause the card is either removed or in 
serted in the folder while the folder is 
still partly in place. Wrong numbers 
or misspelled names on cards are elimi 


nated beeause they are written only once, 


at the time the folder is prepared. 

Kasy minimizes 
folders because the location of the ecard 
in the drawer is an immediate signal 
that the folder has not 


follow-up 


loss ol 


been accounted 
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782-850 Anderson 


CHARGED TO DATE CHARGED TO CHARGED TO 


The Permanent Out Card measures 8!/2" x 10". 


for in a predetermined period. It is No Out Card can remain in file if a 
not necessary to cross off previous names folder is transferred from one office to 
and date when an Out Card is reused. another. Every transferred folder has 

Eliminates the entry of the name and its original Out Card inside the folder. 
case number by the file clerk on the card If the date is entered on the ecard, it 
before withdrawal of the folder. Elimi- provides a chronological history of when 
nates stacks of unsightly Out Cards on and how often a person asked for the 
top of cabinets. folder. 
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Machine Speeds 
Receivables Job 
For Small Office 


VINCENT R. AGUERO 
Office Manager, 
Radley Aluminum Products Co., Chicago. 


ECHANIZATION and a 


that features open-item statements 


system 


proved to be the answer to our ac 
counts problems. We now 
handle work in 
hours per day than we formerly hai 
dled in seven hours. Moreover, the work 


re celvable 


more receivables 


IS now more accurate because every 
posting is proven as it is made. Because 
customer and credits are eur- 
rent and accurate, we have firm 


control over receivables activity. 


eharges 


also 


Although we could prepare statements 
and ledgers simultaneously, we prefer 
to post only ledgers daily; then, at the 
end of the month send out statements 
on unpaid or open items. We adopted 
this plan because many of our custom 
ers pay by invoice, and because our ma 


Radley Aluminum Co. uses a Burroughs Direc 
tor accounting machine for its 
receivable, 


accounts 


four 


Mr. Aguero. 


chine operation is so rapid that we can 
prepare open-item statements in about 
vet them in the mail on the 
the month 

We manufacture 
distributors and 


a day and 
hrst ol 
and market, through 
retailers, such items as 


aluminum storm and screen windows 
and doors, awnings, Canopies, poreh en 
shutters and room dividers. 
\lthough our company is comparatively 
young, founded in 1953, the quality ot 
its products and a policy of all-out serv- 
ice for customers soon laid the ground 
work for continuous expansion. 

When activity reached the point 
where we were sending out around 150 
per day, we knew that our 
posting methods were becoming 
Diseussions with and recom 
from our CPA firm, Ber- 
Hirsch & Co., led us to investigate 
mechanized Our final deci 
sion was to install a Burroughs Director 
accounting machine, and here is the svs- 
tem we now , 


closures, 


invoices 
hand 
obsolete. 
mendations 
man, 


accounting. 


use: 

Invoices are first pre-listed on an add 
ing machine to establish a grand total. 
The accounting machine operator then 
posts ledgers by picking up the old 
number for reference 


balance, invoice 


and the charge. The machine prints the 
old balance on the journal, and the date 
and new balance on the ledger and jour- 
nal. By again picking up the old bal- 
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Proof Old % 

Balance Reference Charge . New 
Balance 

L024 8237 3712.79 

363042 

L025 10755 486514 

475 759- 


5565 10960 1.05513 
94553- 





LEDGER 
DOA 
29952* — 
ADORESS 
RATING 


CREDIT LIMIT 








4056 
15565 | 109560 | | 
| 





STATEMENT 
Postings are made daily on ledger 


cards and the journal is produced RADLEY ALUMINUM PRODUCTS COMPANY 

as a by-product. At the end of Te 

the month, open items are listed 
on customer's statement. 


ave REFERENCE 
BALANCE FORWARDED 


e235” 4056 945535 
at 25 15565 | 109460 LOS5130¢A 


ance, it and the amount of the charge’ mediately are pre-listed on an adding 
print on the journal. If an error oc- machine, credited to customers’ ledgers 
curred during the posting, it shows up and deposited. The accounting machine 


here as a wrong charge amount between operator follows the same procedure of 
the old balances on the journal. 








picking up the old balance and indexing 
The total of all charges accumulate in the eredit, as he follows when posting 
the machine and is printed on the jour charges. The total produced on the jour- 
nal at the end of the run. The journal nal must agree with the pre-list total, 
total must agree with the grand total and both of these totals must correspond 
furnished by the adding machine, pri- with the bank deposit slip total. 
marily to insure that every invoice has The daily totals permit us to main 
been posted. The entire operation is tain a continuous monthly tr 


, al balanes 
completed within several seconds, and 


that gives us a current picture of month 
is so simple that atter a few minutes of to-date aeceounts receivable activity. 
training and practice I myself knew When unpaid or open items are listed 
how to post charges. from ledgers onto statements at the end 


As payments are received, they im the month, the journal total pro 
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duced by the statement run must agree 
with the trial balance. 

Speed, accuracy, simplicity and econ- 
were our when we set 


my objectives 


about planning the system. We feel that 
we have attained these aims and simul- 
taneously have established a tight con- 
trol over accounts receivable. 





Visible File Provides Sales Control 


EDWARD F. HALPERIN 
Sales Dept., Royal Mfg. Co., Allentown, Pa. 


IKE OTHER executives in the ap- 
parel interested in 
our dream was to be able to present 
with a detailed 
rundown of the weak spots in his ae 
counts. Not “Bill, Blank’s department 
store 1S barely up to quota tor the first 
quarter,” but “Bill, Blank is buying his 
quota of cut-&-sewn sports shirts, but 
no knitted all; and he’s 
pretty weak on boys’ woven sports shirts; 
too—hasn’t ordered over a few dozen in 
the past two months. Next time you 
call, push them. . The spring line of 
knitted shirts in particular.” 
Our office staff maintained 


} 
Sales, 


industries 


each of our salesmen 


been 


ones at 


accurate 


Posting to the sales control file. 


and detailed records of sales by custom 
style, quotas, salesmen’s calls 


er and 
made, and such. But—partly because 
we divide our operation into Adelphi 
sport shirts on the one hand, and Royal 
men’s underwear (including Duraway) 
on the other—these records were kept 
ledgers, ecard files and file 
We obtained reasonably up-to 
date analyses only by dint of consider 
able effort. 

Realizing that a 
record would give us 
wanted when we 
surveyed 
tled on Remington Rand 
The visible margins, movable 
and ample posting space of the 11” x 
6” card we permits account 
activity to be completely digested on 
a continuous that I can 
the card slides in a matter of minutes 
to single out accounts. I also am 
able to inspect several trays each morn- 
ing, scanning the postings of shipments 
made, to establish which specifie eat 
egories in either line Adelphi or Royal 

are in attention, and which 
salesmen need to have weak spots 
pointed out to them. 

Our file, housed in six Imperial cabi- 
nets, is made up of a master informa- 
tion ecard, a shipment recapitulation 
eard, and a title insert die-eut for 
two sliding Graph-A-Matie signals. The 
master card earries all the usual account 
information, ineluding names of 
tacts and salesman, type of account, 
eredit rating, and follow-up corre 
spondence notations. It also provides 
for three years’ postings of quotas, and 
both monthly and annual sales by styles. 


in various 


folders. 


centralized 
tacts we 
them, we 
and 
Kardex. 
signals, 


concise, 
the 
wanted 


available systems set- 


selected, 


basis so sean 


slow 


need of 


con- 
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ONLY HARRIS ALUM-O-LITH 
SENSITIZED PLATES 
ARE MICRO-SURFACED!" 


Some plates on the market are SMOOTH. 
Advantages: sharp tones, clean lines, 
excellent fidelity up to 300 line screen, 
little or no background scumming. 








Some plates on the market are GRAINED. 
Advantages: wide latitude in ink and water 


control, no roller skid, clean running 
tones and reverses, long life. 





But only HARRIS ALUM-O-LITH SENSITIZED 
PLATES ARE MICRO-SURFACED... 

not smooth, not grained but slightly etched 

to combine the advantages of both surfaces. 








HARRIS 
ALUM-O-LITH 


SENSITIZED PLATES AND SUPPLIES 


*The latest, proven, most advanced process in sensitized plates 





HARRIS WESTERN 278 Arden Drive, El Monte, Calif 
Meee LITHOPLATH, INC. liven soetiane nw Cercins 2 Obe 
SOUTH BASTERN roa schmend, Va 
SUPPLIES A Subsidiary of Harns-Seybold Company pen 65rd Street, Chu w 





For More Information Circle No. 346 
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The shipment card enables us to re 
gister 50 orders by date and quantity 
for each of the eight Adelphi and five 

We use actual ship 
ments rather than orders as our medium 


for sales analysis, since these (though 


Royal categories. 


not quite as current as orders) inevitably 
present a more accurate picture. 

The title insert we somewhat 
deeper than usual, to obtain room for 
a four-year recapitulation by months of 
total volume. The visible part of the 
insert has three scales. One at left lists 
the 12 months, a dot being placed to 


L 


use 1S 


show a call made, a diagona! to repre- 
sent an order. A 1/4” blue signal is 
placed to emphasize the last call made, 
and a red one to flag the month of the 
last order. 

The balance of the visible margin is 
occupied by zero-to-100 scales (by tens) 
for both Royal and Adelphi, and it is 
across these that the sliding signals are 
moved to show at a glance the percent 
ages ol quotas reached to-date 


account. 


by each 


In the remaining 
the extreme left, 
near the middle) 


inch at 
twice that 


spaces 
and 
are placed 
The center 
filled by a small tab on which the two 


{an 
about 
various 
signalling media. Space 1S 
overall quotas are shown in round fig- 
ures in red for Adelphi, in blue for 
Royal. The left-hand blank is used for 
1/4” eolored signals coded to identify 
the salesman. When a troublesome style 
requires careful 
involved are flagged 


low signals, 


attention, the accounts 
by striped or yel- 


according to the item in 


| 


question. 
This brief physical description of the 
file and of its features will indicate that 
not only are we able to carry out routine 
overall analyses with speed and _ little 
fuss, but that 1 can track down specific 
details in minutes. I make a practice, as 
I mentioned earlier, of taking one o1 
two trays into my office each day, scan 
ning them for typical sales problems 
accounts called-on too fre 
quently without results, spotty coverage 
of territory, individual 
being pushed hard 


such as 


categories not 


enough. There is 


usually some good reason for the abnor- 
mality, of 


course, but the important 
I sense trouble almost as it 
happens, and can often nip it in the bud. 

An important advantage of the break 
down by 


fact is that 


styles within each account is 
that actual performance can be matched 
with known trends for 
each type of garment, and adjustments 
in production and sales effort made ac 
cordingly. Moreover, 
gaged in a planned, 


able to 


national sales 


since we are en 
long-term growth, 
adjust production and 
with both exist 


we are 
aff expansions in line 
ing and potential sales. 
The system requires no more (and per 
haps than the 
records that preceeded it, and has 


less ) posting time 


seat- 
te red 
the advantage of close control of record 


keeping. We 


evaluted the 


have not quantitatively 
savings it has undoubtedly 
about: but its accuracy and 
are affording us a 
management tool important far beyond 
simple economy in the office. 


brought 


speed ot reterence 


“Read that back, Miss Grimes 
... MISS GRIMES!” 





Keyed to people who count 


f any adding-subtracting machine ever looked, and performed, like a thoroughbred 
well, we wager everyone who counts will agree—it’s this Burroughs Ten Key. 

Note the fresh beauty of design. Added speed and cushioned quiet operating ease, too, 
are inherent in the new “‘ BalanceTouch”’ keyboard. Other new extras: minus amounts 
and credit balances printed in red, and totals that automatically pop right up where 
you can see them. And, of course, you get Burroughs dependable, quality- 
engineered performance year after year after year. So much so that this 
Ten Key literally pays for itself over and over and over again. 

Free trial? Just phone our nearest branch or dealer. Convincing and 
then some! Burroughs Corporation, Detroit 32, Michigan. 


Burroughs 


Burroughs Ten Key addin 
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Southern California's 10th 


Annual Business Show in 


Los Angeles, February 19-22 


HE Tenth Annual Southern Call- 

fornia Business Show at the Ambass- 

ador Hotel, Los Angeles, February 
19-22, sponsored by the Los Angeles 
chapter of the National Assn. of Cost 
Accountants, promises to be the most 
successful in its ten-year history Calvin 
Andrews, show chairman, announced that 
all previous records for space reserva- 
tions by exhibitors have been broken for 
this year’s show. Equipment valued at 
$3 million will be exhibited by more than 
50 different companies. The display will 
include approximately 1500 types of 
office machinery and equipment, ranging 


from letter folders to electronic brains. 

Show officials, exhibitors, civie leaders 
and businessmen are all anxiously await- 
ing the opening, set for 10 a.m. Satur- 
day, February 19. NACA’s Business 
Show has been instrumental in dis- 
playing to thousands each year the great 
contribution business has made to the 
growth and prosperity of Southern 
California and the rest of the nation. 
Accountants, controllers, financial execu- 
tives, students and administrative per- 
sonnel everywhere have subscribed to 
NACA’s annual business show and to the 
benefits they gain by attending. 





Acme Visible Records, Inc. 
Addressograph-Multigraph Corp 
American Photocopy elie Co 
Art Steel of California, Inc 
Audograph of California 
Auto-Typist Automatic Typewriter Co 
Browne-Morse Co. 

Charles Bruning Co. 

Business Systems, Inc. 

Business Manifolding Forms, Inc 
Commercial Controls Corp 

Copease Corp. 

Cummins—Chicago Corp. 
Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc 

Doodle Pad Co. 

Elliott Addressing Machine Co. 
Filing Systems Co. 
Friden Calculatin Machine Agency 
General Binding Corp 

Grimes Stationery Co 

Griswold Duplicating Products, Inc. 
Milo Harding Co. 

Harter Corp 

International Business Machines Corp. 
Lithoplate, Inc 





Exhibitors at Southern California Business Show 


McKenzie Co. (Standard Duplicators) 
Manpower, Inc. 

Marchant Calculators, Inc 
Master Addresser Co 

Miller Desk & Safe Co 
Monroe Calculating Machine Co 
George E. Montgomery Co 
Moore Business Forms, Inc 
National Cash Register Co 
Photostat Corp 
Remington-Rand 

Rex-Rotary Distributing Corp 
Robotyping Co. of California 
Seven-Up Bottling Co 
Southern California Stationers 
Systematics, Inc. 

Tab Products Co, 

Thermo-Fax Sales, Inc 

Thomas Collators, Inc 

Tiffany Stand Co 

fimes Facsimile Corp 
Underwood Corp 

Vari-Typer Corp 

Weber Showcase & Fixture Co 
Webster-Ratliff 

Workman Service, Inc 
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See how automation can in- 
crease the scope and frequency of profitable 
mailings, yet reduce preparation costs. Inserting 
& Mailing Machine gathers from 1 to 8 enclos- 
ures, stuffs envelopes, seals, prints postal indicia, 
counts and stacks. 30 years of job-tested expe- 
rience are built into the new Phillipsburg ‘57, 
a heavy-duty production machine which runs 
hour after hour at top speeds without stopping, 
missing, jamming. Constructed with fool-proof 
vacuum feed—stocks may be rippled, coated or 
glossy; weather dry or humid. Performance re- 
mains perfect. Precision engineering and cast 
or forged parts assure uninterrupted work flow. 
Check these features: Vacuum-Feed System... 
Postal Indicia Printer—more economical than 
the postage meter...Double-Detection 
System...Warning Light Controls... 
Automatic Delivery Conveyor... Vari- 
able Speed Control. 
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INSERTING & MAILING MACHINE Co. 


PHILLIPSBURG, NEW JERSEY 


” @aruers 


OPENS FLAPS 
STUFFS 
MOISTENS 
SEALS 

PRINTS INDICIA 


— STACKS 


COUNTS 


Non-stop production... 
High-speed performance... 
Guaranteed by 30 years’ experience 


CD Send “The Facts about Inserting & Mailing Machi 


C) Let us see the machine in operation 


| ome 
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ANNOUNCING: A NEW WIDER-WIDTH 


copies originals 14 inches 





Now 
originals 


is! This a 


you can make perfect copies of 
up to 14 inches wide in just 
6 secon mazing THERMO 


FAX 


copies 


Fourteen’? Copying 
I ; 


” hi 1 
reports 14° x] ledger 


} t legal d “ment | t 
sheets, legal documents, conhidentia 


papers, special forms as well as rout! 


Machine 


New dry-process, Ali-Electric machine eliminates 


office paper work by an exclusive All- 


Electric, completely dry process. The 
new machine e/smznates all chemicals, 
negatives, liquids and fumes from 
You 


} 
direct Ste p 


office copying make perfect 


copies in one directly from 


your original for as little as 5¢ per copy 





See these NEW 1957 Features 
e New white paper 
@ New color styling on 
THERMO-FAX "Secretary" 
Copying Machine 
New model to copy from 
books 
New Flip-Top Paper Cartons 





ws 
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‘ Thermo-fa 


4 COPYING PRODUCTS 


are trademarks of Minnesota Mining & Mfg. Co., St. Paul 
6, Minnesota. General Export: 99 Park Avenue, New 
York 16, N.Y. In Canada: P.O. Box 757, London, Ontario. 


eS 


3M | The terms THERMO-FAX, FOURTEEN and SECRETARY 
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| “THERMO-FAX" COPYING MACHINE... 


wide in just 6 seconds! 





all chemicals and negatives! 


The new THERMO-FAX “'Fourteen’’ 
Copying Machine gives you perfect copies 
of written, typed, printed or drawn orig- 
inals. For office copying systems, you 
choose from 5 paper colors for your copies 
—new white, green, pink, yellow and buff 
For full details, send coupon below today! 


Minnesota Mining & Manufacturing Company 
Dept. ES-27, St. Paul 6, Minnesota v 
Send complete details on the new All-Electric THERMO-FAX Copying Machine indicated below, 
and how it can save time and money for my office. 

“The Fourteen-inch Copying Machine" ©) The "Secretary" Copying Machine 


Nome 

Company 

Address 

City Zone State 
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The Worker and 
His Off-the-Job 


Problems 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee. 


HEN YOU HIRE a worker, you 

are really hiring a whole family. 

The new empioyee is the only one 
you see but, when you take him on the 
payroll, you are also taking on his two 
children, his wife, and his invalid 
mother. 

When you hire a worker, you are not 
merely adding another work-unit to 
your payroll. You are adding a human 
being to your force. No man, when he 
comes to work, can separate himself 
completly from his home life. He in 
evitably brings to his work some of the 
money worries of family, some of his 
anxiety over his wife’s bronchitis, some 
of the laughter of the children at the 
breakfast table. 

When this worker gets to his job, ean 
he concentrate his skill and his brain 
entirely on the work you assign to him? 
No, there is a corner of his mind which 
is concerned with the problems of his 
home. 

Skill plus concentrated effort means 
efficient production. A worker who has 
family troubles on his mind, finds it ex 
tremely difficult to concentrate fully on 
his work. His efficiency on the job in 
evitably suffers. 

If a worker has sickness at home, or 
problem children who are misbehaving 
and getting out of hand, a wise super- 
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visor cannot say, “Those are his per- 
sonal troubles—they have nothing to do 
with his job.” His personal troubles 
definitely affect his production. Be pre- 
pared to offer him help. 

There are facilities in social agencies 
in your community which offer spiritual 
and financial aid, legal advice, medical 
care, psychological diagnosis and treat 
ment. Get acquainted with these agen 
cies and feel free to refer your workers 
to them. 

Show interest in an appreciation of 
your employees. Take steps to get on 
warmer relations with the people on 
your staff. For instance, use first names. 
When the pressure is light, take a few 
minutes now and then to chat with them 
informally about their hobbies, family 
news or other non-business topics. Keep 
a sharp eye on your employees work- 
load; things like this will pay dividends 
in loyalty and accomplishment. 

Be careful what you say and how you 
say it. What the boss says has a special 
impact on employees. An uninterested 
inflection of the voice, a careless choice 
of words, by-passing a subject an em- 
ployee has brought up, can all breed 
misunderstandings that interfere with 
efficient work. 

Let your employees in on your plans 
at an early stage. Plans cannot be dis 
far in advance, but they 
should be discussed with employees be- 
fore they are in final form. Give your 
employees that all-important sense of 
participation. Ask for their suggestions 
and help so they will feel that the plans 
are theirs as well as yours. They will 
feel a personal responsibility for the 
suecess of the plans. 

Be a “square shooter.” Play square 
with your staff. Back them up when 
they need it; play fair with them; recog- 
nize and commend a job well done; be 
considerate and friendly. Do not play 
favorites. 

Make your workers feel important. 
Ask for their suggestions. Give con 
sideration to their gripes. . Treat each 
one of them as an individual. Don’t hold 
back commendation when it is deserved. 


cussed too 
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FLERE PARE 


Postage costs drop immediately on jobs printed on brilliant new Fletcher 
FLECOPAKE titanium-filled bond. Replace 20-lb. non-opacified stock 
with new 16-lb. Fletcher FLECOPAKE for sparkling copies with less 
show-through. New Fletcher FLECOPAKE comes ready for use in con- 
venient “Junior” cartons in cut sheet 814 x 11 and 814 x 14 sizes. Careful 
procedures used in FLECOPAKE manufacture minimize grain direction 
to prevent troublesome curling and wrap-around, and additional surface 
sizing makes this postage-saving sheet perform beautifully on offset dup- 
licating machines — more uniform ink distribution, more rigidity, and 
less stretch or distortion. You’ll like Fletcher FLECOPAKE’s new “dual- 
purpose finish — prints equally well offset and letterpress. Made from 
100% bleached chemical wood pulp, Fletcher lightweight companion 
papers — Alpenopake Bond, Alpena Manifold, and Fletcher Manifold 
— give smooth, trouble-free press performance, even in lightest mani- 


fold weights. SEND FOR FREE SAMPLES TODAY ... USE CONVENIENT COUPON 


For More Information Circle No. 336 ge. 7 a & Pea et | me 4 com ee i & & ey ge 


FE) FLETCHER PAPER COMPANY, Department G 
20 NORTH WACKER DRIVE, CHICAGO 6, ILL. 


FLETCHER 


e 
p 2_—— J § TITLE 
PAPER COMPANY moons 
at 
% 


Gentlemen: Please send me free samples of new FLECOPAKE Bond. 
NAME 




















Street 


20 NORTH WACKER 
CHICAGO 6, ILLINOIS 





City Zone State 





Wide Choice 
of Tops 





More Time for Management 


NEVER before in the history of Amer- 
ican business has the handling of de- 
tail been so important. Shaw-Walker 
“time-engineering” has perfected fea- 
tures that make the organizing and 
handling of office work easier. These 
features, exclusive with Shaw-Wal- 
ker, give management more time. 


“Built Like, 
Skyscraper 


GHAW-WALKER 





Largest Exclusive Makers of Office Equipment 
Muskegon 9, Mich. Representatives Everywhere 


This stylized Work-Organizer Desk is 
the closest approach to desk auto- 
mation yet created. “Time-En- 
gineered” 22 ways to make each 
day’s work easier and more pro- 
ductive. 86 models for every need. 


Drawer Interiors Are Planned to make 
every move easier, faster. Drawers 
provide specific places for all work 
and working tools—keep top clear 
of everything but job at hand — 
guaranteed to eliminate clutter. 


Moderna As Tomorrow—Years ahead in 
beauty and comfort. Stylized base, 
recessed back. There’s a wide 
choice of top styles, top materials, 
drawer arrangements and color. 
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ANFOLD FORMS with marginal 
| punching, for use on machines with 
pinteed platen controllers to ad- 
vance the forms, need not be limited to 
a depth that is evenly divisible by the 
spacing of the feeding ratchet. To over- 
come the handicap, Bonnar-Vawter, 
Inc., uses special punches and dies which 
are slightly larger than 5/32” and are 
spaced slightly farther than 14” apart. 
This allows the production of a 614” 
deep (actually 6.6”) fanfold form on 
large automatic presses. The form will 
feed and space on a tabulator as though 
it were 614” deep because the pinfeed 
actually ratchets up a fraction more than 
14" and the extra 1/10” is evenly dis- 
tributed over the form’s entire depth. To 
assure register of printing with the 
punching, the compositor sets the form’s 
type and rules with this oversize chain 
punching in mind. 
A form 614” deep is advantageous 
when the 544” depth is too small and a 











NORMAL. 
CHAIN PUNCHES 
7O FEED 
6.5 DEPTH 
FORM 





Fanfold Forms 
For Tabulators 
Can Be 
6%" Deep 


7” or 8! May depth is not necessary. If 
three writing lines can be eliminated on 
a 7”-deep form, the 6.6” size will save 
money in paper and carbon for the large 
quantity forms buyer. 





oe 


13 
OVERSIZED 
CHAIN 
PUNCHES 
(SPACED 
SL/GATLY 
FARTHER APART) 


FOR 6.6" 
DEPTH FORM 











OVERSIZED 
CHAIN PUNCHES- 
SPACED SLIGHTLY FARTHER 
D / AMAT PERMITS SAME PINS 
TO FEED 6.6" DEPTH FORM 
AS 6.5" DEPTH FORM. 








Annual Office 


INU Key, V-Wile) my. oy he) 
CONVENTIONAL EQUIPMENT 


What Is Management’s. Opinion? | 


(Continued from the January issue) 


Data Processing Equipment 


We will probably maintain our level 
of purchasing for office equipment in 
the foreseeable future, except that the 
unit cost for such equipment will prob 
ably be less than in the past. Our pur- 
chases will be directed principally to 
the equipment that is used in inte- 
grated data processing. Currently there 
is a rather wide range of automatic 
data processing machines. on the 
market; however, I find that both re- 
tail stores and industry are not familiar 
with their use. I anticipate that it will 
take several years for office managers 
to learn how to use this equipment. 

Nevertheless, I predict that’ the 
growth in the use of equipment will 
this field, and our purchasing 
will be principally for equipment to be 
used at the point of data origin. This 
will include add-punch machines, regis 
ters, bookkeeping machines, etc. We 
will be supplementing this equipment 
with standard tabulating and electronic 
equipment, which is part of the com 


be in 
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mon language family. C. ROBERT 
McBRIER, Controller, Woodward & 
Lothrop, Inc., Washington, D. C. 


Need Much Regular Equipment 


Our experience has been, and we be- 
lieve will continue to be, that conven- 
tional machines, equipment and systems 
will hold their own in today’s electronic 
age. Our policy has always been that 
we consider it profitable to invest in 
that will help reduce 

We expect to main- 
tain our usual level of office equipment 
purchases in 1957. 

The various types and kinds of office 
equipment that we expect to invest in 
this year are electric adding machines, 
electric typewriters; steel desks, chairs 
and files; engineering equipment such 
as drafting machines and engineering 
files, ete.; electric rotary calculators, 
electric printing calculators, dictaphone 
equipment, steel portable soundproof 
partitions, duplicating equipment, steel 
shelving.—F. C. BASH, Vice President 


office equipment 
office labor costs. 
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Management Forum 


& Treasurer, California Oregon Power 
Co., Medford, Ore. 


Some Machines May Be Affected 


It is my belief that basically we will 
not see any reduction in the use of 
conventional machines and equipment 
in the foreseeable future. For example, 
past experience with tabulating equip- 
ment has shown that there are certain 
operations which can be best accom- 
plished through the use of manual or 
non-electronic equipment. Even where 
operations have been placed on tabu- 
lating or electronic equipment, there is 
an additional requirement for conven- 
tional equipment to be used in conjunc- 
tion with the mechanized installation. 
Such equipment might be perforating 
machines for batch control purposes, 
or numbering machines. 

It is believed, however, that the rapid 
advances that are being made in the 
electronic area will have an adverse 
effect on certain types of conventional 
machines and equipment. For example, 
the ability to store data in tapes and 
cards for further electronic processing 
as a by-product of typing the data on a 
Flexowriter, typewriter tape or card 
punch, or printing calculators.—D. G. 
SCHUMAN, Vice President & Control- 
ler, Stromberg-Carlson Co., Rochester, 
Mm. ¥ 


Continued Need for Desk Machines 


Although considerable advancement 
is being made and interest aroused in 
the use of electronic accounting de- 
vices, there will continue to be a use 
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and demand for ordinary office ma 
chines. We do not, at present, see any 
thing that would make it necessary for 
us to discontinue using adding and cal- 
culating machines, and typewriters, and 
we feel that we will continue to buy 
them at the same rate that we have 
over the past ten years.—E. L. CROFF, 
Chief Accountant & Office Manager, 
Thermador Electrical Mfg. Co., Los 
Angeles. 


Make Present Machines Better 


I see nothing in the immediate fore 
future that should cause the 
manufacturers of routine office ma 
chines to wring their hands in despair 
and place For Sale signs on their man- 
ufacturing plants. No matter what type 
of business in which one is engaged 
there will be letters written, mail 
opened, reports to file, telephones to be 
answered, deposits to be typed, and a 
thousand and one routine jobs that go 
on in any administrative or branch of 
fice regardless of the number or types of 
electronic brains, and gadgets, that will 
be invented within the next ten years. 

I know clerk in the office is 
going to have a control total to check 
with some of the figures produced by 
these “brains”, and I know that it is 
going to take adding machines and type 
writers, somewhere along the line, to 
produce these basic figures. I should 
not be at all surprised when the full 
impact of this intricate programming 
finally hits us that we shall come to 
the startling conclusion that 
the reports can be produced 
and perhaps quicker by the adding ma- 
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chine-typewriter method than they can 
by setting up all of the gadgets, 
sure gauges, and 
that would be 
tronically. 


pres 
temperature readings 
necessary to do it elec 

Don’t get me wrong. I am 100% for 
all of the advancements we can maké 
in the realm of integrated data process 
ing, but I predict from experience that 
the day will soon come when with every 
large bank of computers will be built in 
a penthouse for the comfort of the re 
pair man who will of have to 
be on 24-hour duty seeing that the 
proper come out of the ma 
chines and that they do not not 
down in the midst of the 
of an urgent report 

I think 


necessity 


answers 
break 
preparation 


management can 
invest in calculating 
ally some of the new variety which 
have an adding machine tape for visible 
record. I think that adding machines 
will be with us forever and that efforts 
should be quiet some of the 
noisy ten-key varieties that are on the 
market. I feel that before any invest 
ment is made in typewriters, the office 
manager should check into them very 
thoroughly because it seems that the 
noise factor has been forgotten alto- 
gether and many of our so-called deluxe 
models still will not produce a letter 
without the paper bunching up under 
the rollers which hold it in place. 

My personal observation has been 
that there has been no real improve- 
ment in the typewriter since 1941. 
They have put motors on them and 
made them they have given 
them a futuramic look with a lot of gin- 
gerbread and tilted keyboards, but as 
far as holding paper straight and keep- 
ing it under proper control, the advance- 
ments in the last ten years have been 
negative. (I suppose my secretary, who 
is typing this letter, will disagree with 
me, but I note that about the time she 
gets in the middle of a very important 
report we have to take time out and 
call up the serviceman to come down 
and put her latest electrified typewriter 
back into operating condition again.) 


profitably 
machines, especi 


made to 


noisier, 


92 


I think that there is at the present 
time and will continue to be a consider 
able amount of use for mechanical 
bookkeeping machines for small and 
medium sized companies and it is quite 
possible that their use will 
rather than diminish as time goes on 

Incidentally, I think it is still quite 
possible that our office employees could 
produce 20% work 
during the same hours if they 
really tried. Perhaps the greatest ad- 
vancement to be made in the next five 
old-fashioned get- 
ting an honest day’s work for an honest 
pay.—A. K. LONGACRE, Treas- 
urer, Union Freightways, Omaha. 


increase 


from ten to more 


office 


years is an one of 


day’s 


Tape Actuated Machines 


We expect a continuing and acceler 
ated trend toward will 
provide for integrated data processing, 
using punched tape as a medium of 
communications. For this reason, many 
of the companies producing conven- 
tional machines are providing fo! 
punched tape attachments to those 
machines. While it is probable thai 
the demand for conventional machines 
without attachments will remain as 
high as in the past, any increase in 
this type of will, in 
opinion, be geared to the availability 
attachments to integrate their 
operation with other such equipment 
W. E. ROBERTS, Controller, Carpenter 
Steel Co., Reading, Pa. 


systems which 


equipment, our 


of tape 


Regular Machines Still in Demand 


Our firm installed punched card tabu- 


lating 
years ago. 


equipment approximately three 
At the time this installation 
was made, we were not sure what effect 
it would have on the use of conventional 
office machines; nor for that matter, 
what the effect would be on personnel. 
The installation we have is, by no 
means, the largest, and we therefore do 
not have all of the equipment that is 
available. Our experience has been that 


conventional office machines are as 
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Two Great Companies Speed Important 
Business Operations, Slash Clerical Costs 


ae 


Every day more and more progressive firms like those 
described here are simplifying and speeding major 
business operations with the revolutionary one-writing 
method made possible by modern Copyflex copying 
] 


machines. You surely can, too! 


With Copyflex, you write basic information only once 
—the entire series of copies needed to complete any 
systematized business operation are mechanically re- 
produc ed from the original. You eliminate the big cost 
and delay for retyping or rewriting constant informa- 
tion from one form to another. This frees personnel 
for other important work, gives you tighter control of 


operations, saves thousands of dollars 


Copyflex machines are clean, odorless, economical 

letter-size copies cost less than a penny each for 
materials. Copyflex will fit readily into your present 
systems. Mail coupon today—it can mean important 


(BRUNING ) 
Copyhex 


Offices in 37 Cities of the U. S. and Canada 





Copies anything typed, written. 
printed of drawn on ordinary 
translucent paper —in seconds. 


CHARLES BRUNING COMPANY, INC, 4700 MONTROSE AVE, CHICAGO 41, ILL. 
in Canada: Charles Bruning Co. (Canade) Lid., 105 Church St., Toronto 1, Ont 


Standard Brands, Inc.—famous pro- 
ducers of such top quality grocery 
products as Fleischmann’ sYeast,Chase 
& Sanborn Coffee, Tender Leaf Tea 
Royal Desserts and Nuts—uses Copy 
flex to reproduce customer invoices 
from salesmen’s written orders. Copy 
flex eliminates slow, costly retyping of 
basic information from one form to 
another, sharply reduces clerical work 


CHARLES BRUNING CO., Dept 22-G 
4700 Montrose Ave., Chicago 41, Ill. 


Please send me information on the Copyflex process and 


machines. 
Name 
Company 
Address 


City 


For More Information Circle No. 367 
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Harley-Davidson Co., America’s larg 

est manufacturer of motorcycles, uses 
Copyfiex to produce over 250,000 docu 

ments involved in production control 
annually. Operation cards are written 
only once. Copies made by Copyflex 

without further writing, serve as pro 

duction orders and other production 
control reports. Copyflex has cut cleri 

cal work approximately 80 given 
tighter control over production, 


pyflex Desk top Model 110 copies orig 
nches wide by any length. Only 
ther mode ailable to copy 

46 inches wide 


_. State 
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much in 
were 


demand at this 
before the advent 


time as they 

of punch card 
tabulating. We expect to maintain our 
usual level of equipment pul 
chases for the foreseeable future.— 
WILLIAM C. THOMPSON, Office Man- 
ager, Drilling & Exploration Co., Hous- 
ton. 


office 


Desk Copiers and Shelf Files 


I believe’ that office 
ager should thoroughly investigate two 
rather types of equipment: desk 
copying devices; and shelf files. Desk 
copying equipment is valuable, not only 
because it executives with 
material when needed, but 
because it the costly time 
of stenographers and secretaries. Shelf 
files may do more to relieve the over 
crowded condition of most offices than 
anything that has come along in a good 
many years. The files are cheaper to 
buy, easier to maintain, and 
amazing amount of floorspace. 
manufacturers have quieted the 
quently objection to open 
shelves, by the addition of doors. In 
this agency we expect to maintain our 
usual level of equipment pur 
chases and rentals in the foreseeable 
future.—PAUL ALLISON, Chief, Meth- 
ods & Procedures, State of Missouri Di 
vision of Employment Security, Jeffer- 
son City, Mo. 


every man 


new 


provides 
copies of 


also saves 


Save an 
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fre- 
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Awaits Lower Cost in Electronics 


We do expect to maintain our usual 
level of office equipment purchasing in 
the foreseeable future. We do not be- 
lieve that the electro-data processing 
equipment been developed to the 
place where it can be economically used 
by the average-sized company and, 
therefore, the vast majority of com 
panies will continue to buy the 
ventional machines, equipment and sys 
tems for the next two to five years. We 
do expect that sometime within the 
next two to five years, the cream of the 
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con 
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electro-data business will 
have been written by the manufacturers 
and suppliers and that it will then be 
necessary for them to develop a low 
efficient machine for the smalle1 
companies 


processing 


cost, 


In the meantime, we expect that com 
panies, which cannot presently adapt 
the electronic-data processing machines 
to their will continue to 
study the applicability of these ma- 
chines and will want to keep abreast of 
everything new in the field—JAMES A. 
McBRIDE JR., Vice President, Omar, 
Inc., Omaha. 


operations, 


Better Equipment Always Desirable 


We have no reason to anticipate any 
marked reduction or increase in our 
usual level of office equipment purchas- 
ing in the future. It has 
always been policy to equip our 
office operations with modern machines 
which perform the essential function 
of helping our people to turn out large 
volumes of work at high quality levels 
When something alleged to be better 
than what we are already using comes 
along, we will evaluate it against our 
situation, and acquire it when we are 
satisfied that it is better for us. 

Broadly speaking, I cannot 
the conclusion that management can 
profitably invest this year or any yeal 

in all kinds of office equipment which 
will increase the level of output, im- 
prove quality, unit and 

value of the application 


foreseeable 


our 


escape 


reduce costs 
increase the 


of human effort—JAMES PEIRCE, Con- 
troller, A.B. Dick Co., Chicago. 


Don't Overlook Human Element 


We do expect to maintain our pur- 
chases of office equipment in the fore- 
seeable future. Experience shown 
us that while automation, electronics, 
etc., have made wonderful advances in 
the office, there is no doubt in my mind 
that the human element should never 
be overlooked. Any machine, whether 


has 
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Dignity, eloquence, impressiveness — qualities that spell leadership in industry 
are among the reasons so many of industry’s leaders choose ATLANTIC BOND. 


ATLANTIC BOND is the genuinely watermarked, #1 Sulphite Bond... 
first in its field for sales because it’s first 

in performance. ATLANTIC’S greater bulk and 

stiffness mean smoother running always. 

Impressions “take” better... look 

sharper, clearer. And ATLANTIC BOND 

is moisture-controlled for dimensional 

stability...assuring more accurate 


register on every run—no wasted Baad 
time or money on re-runs. 
Next time—and every time 
you wish to impress 
customers with the dignity 
of your message, put it 
on ATLANTIC BOND! 


Reproduction Department, 
Blackstone Corporation, 
Jamestown, N.Y. 
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it be electronic or manually operated, 
requires the services of a human being 
and, in most instances, quite a few 
human beings. Of course, I do not mean 
by this that automatic and electronic 
machines are not doing an efficient job. 
These machines must be adapted to the 
type work desired to be accomplished 
and I have found that they are most 
effective on projects of a set nature 
and continuous in form. Certainly vo 
luminous jobs, such as the 
curity installations, have been helped 
tremendously by electronic machines 
The average company, in my opinion, 
will use the so called “manual” type of 
machines for quite a few years to come. 
—G. H. LAYTON, Secretary, Gunther 
Brewing Co., Baltimore. 


social se- 


Photocopying Machines 


Our office equipment purchases will 
be regular normal replacements of pres 
ent equipment. This will include 
items as typewriters, calculators, add 
ing machines, etc. The gradual replace 
ment of manual typewriters with 
tric is one area where, I believe, many 
offices can realize substantial 
Today’s wage scale for good 
raphers and secretaries makes electri¢ 
typewriters a necessity 
quantity of typing is done. 

One other item which is definitely a 
good investment for most offices is the 
various photocopy machines now on 
the market. Most of these machines 
are reasonable in cost and they can 
save a tremendous amount of copying 
time.—WILLIAM E. STROUP, Assistant 
Treasurer, Thatcher Glass Mfg. Co., 
Elmira, N. Y. 


such 


elec 


savings. 
stenog- 


where any 


Duplicating Equipment 

We expect to maintain our usual 
level in the purchase of office equip- 
ment in the foreseeable future. We be- 
lieve further economy can be effected 
in our office operations in the area of 
duplicating processing and equipment. 

Commenting generally, we recognize 


96 


that 
term 
deal of 
tronk 


there is a lot of the 


good 


glamour in 
that a 

has been given to 
equipment. This statement is 
made without discounting the rapid 
progress which is being made in this 
field as well as the substantial invest 
ment Many companies making in 
the research and development of such 
equipment. However, it is believed that 
an erroneous impression may be 
with some sad experiences re- 
sulting in the practical economic ap- 
plication of such equipment.—NEILL 
RICHARDS, Secretary-Treasurer, Kan- 
sas Gas & Electric Co., Wichita. 


automation” and 


space elec- 


are 


con 
\ ey ed 


Usual Office Machinery 


We expect to 
the usual 


confine oul! 
ty pe ol 


purchases 
machinery 
Automa 
profitable for 
sufficient work is 
the machines op- 


office 
a good many years hence. 
might 
larger where 
accumulated to keep 
erating continuously. We believe 
tronics fall within the category 


as production machines in a factory, in 


tion possibly be 


offices 


elec- 
same 


that the machine must be operated con 
tinuously or it is not a profitable invest 
ment.—L. P. RAMSEY, Vice President 
& Treasurer, Greenville Steel & Foundry 
Co., Greenville, S. C. 


New Offset Equipment 


I would expect to maintain our usual 
level of office equipment purchasing be 
cause we try to keep most of it on a 


basic replacement plan, not allowing 
equipment to get so ancient that it re- 
quires extra servicing and also keeping 
the trade-in value at a higher level. So 
far, and I do not foresee any noticeable 
change, automation and_ electronics 
have not altered our usual office pro- 
cedures. 

I personally am interested in all the 
new offset equipment and any allied 
We have been able to save 
speed up time required to re- 
material needed and increase 
our output by use of this process. I am 


products. 
money, 
produce 
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Takes a secretary Tye Takes a boss 


less than 20 minutes to do an * less than half the time formerly 


“all-day” re typing job 


f 1 


1 
needed to answer his mail 


Kodaks new Verifax Signet Copier 


quickly pays for itself 


even in the “one man” office 


Only $148—an unheard-of low price foran + Photo-lasting. - Easy to read, handle, file. 
office copier. An incredibly low price for a Verifax copies have the “look” and “feel” 
Verifax Copier, which does so many jobs _ of letterhead papers. « Signet makes copies 
beyond the scope of ordinary office copiers. on preprinted office forms, card stock, and 

See the extras the Signet gives you ata film. « Makes a translucent “whiteprint” 


new low cost— 


master, for just 10¢. « Makes an offset plate 


« Makes 5 copies in 1 minute for 2%¢ each. — in 1 minute for less than 20¢, with low-cost 


« Nothing is ever left out on Verifax copies. adapter. 


Get all 
the facts 
on new 
Signet 


Your nearest Verifax 
dealer is listed in “yel- 
low pages” under “Pho- 
tocopy Equipment.” 


Price quoted is subject to 
change without notice 


MAIL COUPON TODAY 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 

Gentlemen: Please send free Signet folder, “Short Cuts” 213-2 
booklet, and names of near-by dealers. No obligation. 


Name Position——____ 





Company 





Ne 





City = 
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THE MOST IMPORTANT WORD IN OFFICE SEATING 


VEN THATION= 


Bevco is the only office seating which permits free circula- 
tion of air around the user's body—for hour-long comfort. 


For Modern Executive Comfort 


a) 


Complete Line 
shown at 


Office Management 
Assn. of Chicago 
Show 


: Conrad Hilton 
Hotel 
my v March I1-14 


Booth G and H 


ES45A — Executive Swivel 
| piece Aluminum base 26" span 
Tilt seat with adjustable tension and height 
19'/2"" wide — 18'' deep 


BEVCO Chairs 
Cost Less— Wear Longer — More Comfortable 


Write for our complete Catalog of Tubular Steel Equipment 
Office Swivel Chairs 


Institutional and Office Straight Chairs 


Institutional and Contemporary Reception Room Furniture 
Costumers — Wall and Floor Models 


For More Information Circle No. 265 


BE AVE OF 8) PRECISION MANUFACTURING COMPANY 
A 


831 Chicago Avenue, Evanston, Illinois 





also looking into the new letter copy- 
ing equipment now coming on the mar- 
ket from so many sources, to see what 
benefits we can derive from same. Also 
interesting and worth studying are the 
centralized dictating systems and mul- 
tiple typewriter set-up using tapes, etc. 
—EARL F. BRENNEN, Administrative 
Assistant, Free Public Library, Worces- 
ter, Mass. 


Simple Equipment Most Profitable 


We expect to maintain our normal 
level of office equipment purchasing next 
have done for a number 
the past. It has our 
policy to continually re-equip our office 
with new typewriters, etc., replacing 
those that have depreciated in value. 

In our opinion, management will be 
able to profit most with simple office 
equipment that will not require a high 
degree of technical skill to operate. 
There are many machines on the mar- 
ket today that do a very fine job with 
excellent results, but the difficulty lies 
in training the operator. It has been 
our experience that it’s difficult to train 
the operator to a degree of efficiency. 
—J. E. DIANIS, Office Manager, Na- 
tional Selected Morticians, Inc., Evans- 
ton, Ill. 


year, as we 


of years in been 


Furniture for New Hospital 


Fortunately, this hospital is in the 
process of erecting an 867-bed hospital 
and the office furniture for this build- 
ing will exceed $38,000. This will cover 
desks, files, chairs, tables, ete. 
JOSEPH P. MOYNAHAN, Steward, 
Worcester State Hospital, Mass. 


Expense-Reducing Equipment 
We expect to maintain our usual level 
of purchases of office equipment in the 


foreseeable future. In addition to this, 
we are always on the lookout for any 
equipment which will enable us to get 
our work out more efficiently and, if pos- 
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sible, to help us cut down on our in 
ternal office expenses.—E. W. FOLTS, 
President, Larrowe Mills, Ince., Cochoc- 
ton, N. Y. 


Cautious Approach to Automation 


It is my personal opinion that 
automation and electronically operated 
office equipment is definitely the trend. 
However, I feel that our association will 
make a transfer toward this goal at a 
very slow and cautious pace. I feel that 


own 


every copying machine 


has its favorite 


D IXO N 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 
Some pencils won't reproduce their 
marks! Others can do the job per- 
fectly -- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use on all processes. 
CHECK YOUR PROCESS 
Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 
THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division 
167 Wayne St., Jersey City 3, N.J. 
Please send me free reference sheet, 


showing which pencils will work best on 
copy for my duplicating machine. 


DIXON FICO; 


# 
UBM. 








Company 
Address 
City 
By 
Title 
Brand Name of Duplicating Machine 
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the conventional machines, equipment, 
and systems will continue to expand at 
a more rapid pace than in preceding 
years. 

We will continue to maintain our 
usual level of office purchasing in the 
foreseeable future. As to what kind of 
office equipment we could purchase this 
year, which I believe would be a very 
profitable investment is a photocopier 
machine that would photograph all docu- 
ments and ledgers regardless of the type 
of paper, print or ink used. Also, an 
intercom system and a dictating ma- 
chine system would be a profitable in- 
vestment.—W. E. DARLING, Assistant 
Secretary, Yakima Federal Savings & 
Loan Assn., Yakima, Wash. 


Small Machines for Smaller Offices 


It is my opinion that 
office equipment will have a greater 
need than ever before. The present tax 
laws under which we operate will tend 
to favor several small companies rather 
than one large one. There will be a 
great demand for efficient office equip 
ment of a conventional type for many 
years to come. Paralleling this growth 
will be a need for the electronic type 
tabulating equipment for the large 
manufacturers and the large insurance 
companies.—F RED F. McLELLAN, Con- 
troller, Cambridge Thermionic Corp., 
Cambridge, Mass. 


conventional 


Automatic Calculators 


Aside from the purchase of 
writers for replacement or a possible 
replacement and there of adding 
machines, rotary type calculators, etc.. 
we do not believe we will require any 
additional equipment this year as we are 
leaning towards converting some of our 
records to tabulating. 

We plan to change our incentive pay 
system, which may result in the pur- 
chase of several electric automatic cal- 
culating machines.—M, A. FEIT, Plant 
Controller, Doehler-Jarvis Div., National 
Lead Co., Pottstown, Pa. 


type- 


here 


100 


Direct Process Duplicator 


With regards to our anticipated office 
equipment purchasing in 1957, we feel 
that we will definitely maintain ou! 
usual level. With the anticipated boom 
in business in 1957, we feel that to main 
tain our position in the industry we will 
our efforts towards keeping 
overhead at a minimum. In a rapidly 
expanding market it becomes impera 
tive that we meet our competitors price, 
same 


continue 


quality but at the 
at least keep 


improve our 
time decrease our cost o1 
it level. 

Electronics at this point is too expen 
sive and too detailed for our particular 
operation. However, should our com 
pany continue to expand and grow, we 
feel sure that electronic computors, etc 
will have a very definite place in oul 
organization, whether this be in 1957 
or not it is impossible to predict. Ot 
course we will continue to purchase 
such things as typewriters, adding ma- 
chines, calculators and probably some 
sort of direct process duplicator.—O. W. 
VAN CLEAF, Factory Accountant, 
Architectural Tiling Co., Keyport, N. J. 


Improve Conventional Equipment 


We do expect to maintain our usual 
level of office equipment purchasing in 


the foreseeable future. As of the pre- 
sent time we feel that management can 
profitably invest in the usual standard 
office equipment such as desk calcula- 
tors and adding machines. The tran 
sition seems to be going to electrically 
operated typewriters from manually op- 
erated typewriters. 

To be perfectly frank, I think that 
office equipment manufacturers in the 
non-electronic field have been asleep 
and have allowed development of new 
equipment in the electronic field to take 
functions that are 
to electronic 


number of 
not necessarily peculiar 
operation but could readily have been 
equipment in the non- 


over any 


adaptable to 
electronic field. 
(Continued on page 213) 
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is this the 
perfect 


Systems 
Duplicator O 


see next page before you answer 
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™ A:B-DICK 
Model 225 
Azograph 
Duplicator 


Pp er f ec t ? Perfect is a strong word but those who 


are using this new duplicator will give you some 
convincing reasons for describing it that way... 


Positive Cleanliness 
Here's an exclusive advantage of the patented Azograph process. 
No smudge, stain or smear on the operator's hands, clothes or 
on the work itself. Desks and expensive data processing equip- 
ment stay clean—maintenance costs are kept down 


Handles Both Azograph and Spirit Masters 
A. B. Dick master units in sizes up to 12 x 14% inches are avail- 
able, plain—form-printed—guide-printed—and in multi-part sets. 
Continuous masters in zig-zag folded packs and teletypewriter 
rolls also available. 


Sit Down Operation and Foot Control 
Increased operator comfort results in greater speed and effi- 
ciency. Operating instructions are permanently mounted on the 
machine with all controls conveniently located and clearly identi- 
fied. Work table space near feed table. 


Systems Engineered Paper Feed 
New corner paper separators and dual roll feed agsure positive 
feeding of paper or card stock—including collated sets. 


Single Cycle Operation 
Eliminates need for rhythm feeding skill when hand feeding is 
necessary. Selector lever permits continuous operation for auto- 
matic feeding. 


Blockout Slot 
Conveniently located above master clamp. 


For More Information Circle No. 351 


THe Orrice—February, 1953 





mete) 
rH 





IE 


Sales Order-Invoice Systems 

Purchase Order-Receiving 
Systems 

Engineering Paper Work 

Production Orders 

Personnel Record Systems 

Time Payment Systems 

...and many others 


Mail coupon below for more information. Or, 
if you would like an immediate demon- 
stration without obligation phone your 
nearby A. B. Dick Company distributor. 
You will find his name listed under 
Duplicating Machines in the classified 
section of your phone book. 


AB DICK 


AZOGRAPH e¢ SPIRIT PROCESS © MIMEOGRAPH e OFFSET 


IMPRESSION PAPER @ FOLDING MACHINES 


DO ee ee eT eee 


A. B. Dick Company Dept. 9-27 
5700 Touhy Avenue « Chicago 31, Illinois 

Please send me more information about the new systems 
engineered A. B. Dick Model 225 Azograph Duplicator 

Name Position 

Organization 


Address 


City : ; ——— State 


For More Information Circle No. 351 
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Recent Developments in 
Great Britain's Offices 


LORD LYLE OF WESTBOURNE 


President, Office Management Assn., London, England. 
Director, Tate & Lyle Limited. 


URING 1956 developments for im- 

proving the efficieney of office or- 

ganization were of no less: signifi- 
cance than in previous years. It may be, 
however, that our recollection of them 
has to some extent overshadowed 
by international events. When, in the 
years ahead, the evolution of office or 
ganization is reviewed in retrospect, I 
believe that the past twelve months may 
be judged a turning point in office man 
agement thought. 

In the United Kingdom, developments 
appear to be taking place along three 
main lines: improved methods, improved 
communications, and the application of 
electronic computers and data process 
ing equipment. These developments have 
their reflection in the organization and 
work of the Office Management 
ation. During the past year, standing 
committees of the council were set up to 
take eare of the association’s activities 
in connection with electronic data proc- 
essing equipment, and organization and 
methods. 

Although my first comment could be 
directed to electronics and automation, I 
believe that in any office the study ol 
methods is the first essential. Until a 
thorough investigation of systems, pro- 
cedures and requirements has been car 
ried out, one does not know whether a 
computer is wanted. In fact it may well 
be that a machine is not needed at all. 

I am fully aware, however, that even 
among some members of our association, 
there is a feeling that organization and 
methods work is only for the large or 
ganization. At present, however, with 
rising costs, it is more than ever neces- 


been 


A SSOC1 


104 


sary for all organizations to keep to an 
absolute minimum the phenomenon re- 
ferred to here as “Parkinson’s Law’’ 
that unless a regular check is kept upon 
the number of different forms and docu 
ments which are prepared, both they and 
the persons responsible for their prep- 
aration will automatically increase as in 
dustry expands. 

I] have heard it suggested that a cor) 
pany employing six clerks should check 
on its system just as much as a company 
employing 600 clerks. Whatever may be 
the merits of this point of view I cer 
tainly with the speaker at our 
national conference last year who stated 
that a company which employed 100 or 
clerks but no methods man was 
probably missing something. It cannot 
be denied that, in the United Kingdom, 
a very large proportion of companies 
employing more than 100 clerks have no 
full-time methods specialist. 

[ believe that it is only by appoint 
this nature that full 
benefit be obtained from the new types 
of equipment which are constantly be 
ing produced, and from the improve 
ments which the manufactrrers are mak 
ing in their products. Only by keeping 
in touch with new developments, and by 
examining methods and systems, ean the 
user really satisfy himself as to the effi- 
ciency of his clerical organization. If 
this task is combined with some other 
major activity, such as accountancy or 
secretarial work, it is often too diffi- 
cult for the person responsible to obtain 
a sufficiently broad picture of the vari 
ous methods, equipment and machinery 


Continued on page 195) 
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—Sfayrlex the PROVEN 
Automatic Electric Stapler! 





STAPLEX is the No. 1 time and 
money saver in today’s business 

All other out dated stapling methods have 

become too costly. Man hours, the big item and expense 

in any business today, can be cut tremendously when 

you use STAPLEX. It actually pays for itself in no time 

and goes right on putting dollars in your pocket. Don’t 

forget . . . time saved releases operators for other 
productive work. 


Stop using painfully slow and 

costly manual or only semi-automatic 

stapling methods. Completely automatic 

STAPLEX, staples instantaneously upon insertion of work 

Perfect, split-second stapling every time. No tiresome 

hand or foot controls . . . both hands are free to work 

with. STAPLEX is simplicity itself to operate. Completely 

enclosed for safer, quieter operation. Simple, quick-set 

accurate adjustment up to 414” depth. Portable, plugs 
in anywhere. 


Thousands of satisfied users are 

shouting the praises of STAPLEX—with 

new records of economies in hundreds of 

business and industrial applications being reported 
daily. A free, no-obligation demonstration of the 
STAPLEX in action . . . doing your work .. . saving 
your money will prove to you that STAPLEX is the 
ONLY EFFICIENT way to staple in modern business! 


the =SFarpa/ex vourany 


775 Fifth Avenue, Brooklyn 32, N. Y 


[) FREE DEMONSTRATION 
J] SEND ME FURTHER INFORMATION 


| | 
_ | 
=Siyplex .....the | ws. | 
| Ao0Re 7 
, I 


hastest ees easiest eee ADDRESS 
savingest way to staple! © 1957, The Staplex Company 2-57 j 


For More Information Circle No. 242 
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What ASPA Is Doing for 
Personnel Management 


MARSHALL J. DIEBOLD 


President, American Society for Personnel Administration. 


Vice President 

TINCE 1949, the American Society 
for Personnel Administration has 
been recognized as the only national 
organization of personnel administra 
tors and industrial relations 
It is now respected as an organization 


managers. 


pe rsonnel 
Medi 
‘al Association is to the physician, and 
the American Bar 
lawyer. The wisdom and 
professional loyalty of the 


which is to the professional 
ad t . hat } or 
administrator what the American 


Association to the 
foresight, as 
well as the 
small group of personnel men who or 
ganized the American Society of Pe 
sonnel Administration in 1948, are now 
recognized by a society whose membe1 
ship is reaching 1,000. 
Although the definition of 
and industrial relations is 
broad and all inclusive, there is an ex 
tremely encouraging trend of accepting 
national 


personne 


justifiably 


our organization as the only 
orgenization run by and for personnel 
managers, industrial relations directors 
and other specialists in this field con 
cerned with “people.” In fact, this so 
ciety, scarcely nine years old, has mem 
bers in almost every state in the Union 
and is represented in South America, 
Guam, Canada and Hawaii. 

We have not achieved this status by 
empty pertormance. 
its democratic o1 


unreal claims or 
This society, through 
ganization and geographical representa 
tion, has established aims and purposes 
which are well within the expected pro 
fessional ethical performance of all in 
dividuals worthy of a place in this pro 
fession. The Am«e rican Society for Pe 
sonnel Administration aims to: 

1. Strive for higher standards of per- 


Personnel, Northrup, King & Co., Minneapolis. 


formance in phase of personnel 
administration. 


Be Provide an 


every 


central, na 
authoritative 
To disseminate 


ethieal, 
clearing house of 
data and information. 
this information and 


widespread usage of better methods to 


tional 
encourage the 


ward the goal of more harmonious co 


operation between management and 


labor. 
3. Gain recognition of, and acceptance 
of, the concept that personnel admini 
stration is one of the five basie branches 
of all management, equal to, and often 
more important than, any of the others. 

+. Serve in the true spirit of and in 
accordance with the soclety’s code ol 
ethies. 

Although pledges in themselves merit 
no more respect than the integrity ol 
the individual, it should be of interest 
to all concerned with the relationship 
of employer and employee that the 
American Society for Personnel Ad 
ministration has endorsed this code of 
ethies. 

1, Advance all ethical personnel ad 
ministration and labor relations con 
cepts, methods and skills that contribute 
to productivity and profitability of an 
enterprise, 

2. Reeognize and support the 
tial authority and responsibility of the 
management to manage. 

3. Promote acceptance by line man 
agement of its primary responsibility 
for sound personnel administration and 
labor relations. 

1. Respect and adhere to the prin 
ciple of the staff and advisory nature 
of personnel administration. 


essen 
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The 
Hand 


with the snapp rest 


’ 
KREHS O} earth. 


f 


efohnston 
ADDING MACHINE COMPANY 


3 e : Vay. No. Hollyw 3 
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Time was when Pete wore the grubbiest 
work clothes he could find. He had to — 
with all the trouble-shooting he did. And 
as production fell behind he sometimes 
even had to fill in on a machine. What a 
waste of a good foreman! 

Today, you'll find Pete in a white shirt 
— and tie. No longer does he do other 
men’s work. Now he’s the real right hand 
his management needs and wants. 

Pete’s management, you see, discov- 
ered the Keysort Plant Control Plan. 
And PCP helped change this situation 
— right in the office. 


PCP not only helps management plan 


McBEE 


in advance, it helps you as well. With a 
minimum clerical burden, you achieve 
greater reporting accuracy — flexibly, 
easily. Your office people simply punch 
pertinent information into the Keysort 
cards... Keysort them... and summa- 
rize direct to reports. There’s no tran- 
scribing ... no costly, time-consuming 
intermediate steps. You work with the 
original document only. Information is 
gathered daily — as it happens. Manage- 
ment gets it on time. And at remarkably 
low cost. 

The nearby McBee man has a presen- 
tation which will show you how it’s 
done. Phone him, or write us. 


eeee © @ ete es @0e, e00e0 
© © @ ee oo a 
Seee %* Cee, . 2 oe” 4 

Seow S$ eee” S00 $ % ® 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 171 





5. Effectively and efficiently admin- 
ister the personnel and labor relations 
functions and activities. 


6. Periodically evaluate ali personnel 
administration activities, and promptly 


ntinued on page 197 


The Schools Need More 
Cooperation from Business 


DR. THEODORE YERIAN 


President, United Business Education Assn. 
Head, Depts. of Secretarial Science & Business Education, 
Oregon State College, Corvallis. 


DUCATION has undergone some 

rather traumatic modifications and 

changes since the days of the little 
red schoolhouse. In our youth we did 
not anticipate colored television, miracle 
drugs, jet planes, guided missiles, or the 
hydrogen bomb. Today, the youth in 
our schools are as familiar with all of 
these scientific wonders as we were with 
the horse and buggy and the country 
store. The challenge presented to educa- 
tion and business today is not one of 
educating our children solely for life in 
the present, but rather providing our 
youth with living philosophies and skills 
that can be adapted to our changing 
society. This challenge, presented to bus- 
iness and edueation alike, must be met 
by the combined efforts of both. As 
businessmen you not only consume the 


products of our schools as your em- 
ployees; you also supply us with our 
raw material. It is your children whom 
we educate. Therefore, you have a two- 


fold interest in our educational prob- 
lems and how we handle them. 

The chief problems of education to- 
day are: the increased number of stu- 
dents, the rising demands for education, 
the need for additional staff and facili- 
ties, an inadequate budget, and the need 
for more unity between business and 
education. 

At the turn of the century, there were 
only 17 million students in school. To 
day 40 million. Let us look at the dis- 
tribution of respective enrollments he- 
tween elementary and secondary schools. 
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In 1900 the enrollment in the elementary 
schools amounted to approximately 96% 
of the total. The remainder, approxi 
mately 680,000, were in secondary 
schools. Last year, although a smaller 
percentage of the entire school enroll 
ment was in the elementary schools, ap 
proximately 75%, we still had the stag 
gering total of approximately 30 mil 
lion students. The secondary 
population, when considered alone, has 
increased more than tenfold to 7 mil 
lion students. By combining elementary 
and secondary enrollments, we find our 
school population has more than dou 
bled in a little more than 50 years. 

Students now stay in school longer 
than they did formerly. Fifty years ago 
an elementary education was considered 
sufficient to equip a man to earn a livel 
hood and play his role in society. Today 
a college education is almost a neces 
sity, and there is an increased demand 
for additional study in areas of special 
ization. This has meant 
mands upon the edueational plant, 
staff and finances. If these trends cor 
tinue, and such is expected, in anothe1 
ten years we can anticipate having th« 
responsibility of providing education: 
facilities for more than 50 million stu 
dents. 

The problem of increased student er 
rollment precipitates the third educa 
tional problem—the need for additiona 
teachers. With the employment market 
the most competitive in the history ot 
our nation, it is extremely difficult for 
educational institutions to 


schor | 


excessive cle 


secure ade 


109 





quately trained young people in suffi 
cient numbers to teachers in 
our public schools. Industry, normally, 
does not require its personnel to have 
the specialized and expensive training 
of the teaching profession and, 
education cannot compete with industry 
in terms ot starting salaries and career 
opportunities. The teaching profession 
can hope to reeruit to its ranks only 
those who are willing to suppress their 
materialistic ambitions for the sake of 
educating the youth of our country. 


serve as 


also, 


Edueation’s fourth problem is_ the 
fact that although each year it has ob- 
tained more dollars for its operation, 
it is getting a smaller percentage of the 
tax dollar. In the 1930’s the American 
people gave over 4% of their income to 
the public schools. Today only about 
144% of the public income goes to edu 
cation. While the public has been spend 
ing proportionately and 
education, it has been getting more and 
more for its money each year. ‘This 
continue if the great demands 
upon education are to be met. 
Businessmen can do inestimable good by 
helping to educate our citizenry to the 
need to use a greater percentage of the 
tax dollar for education. 


less less on 


cannot 
made 


The fifth problem is one of establish 
ing more workable unity between 
ness and education. An indivisible part 
nership should be formed to better serv 
the needs of both. To make this partne1 
ship productive, business and education 
must work actively together. They 
should consult together to determine 
what from the 
and how the students ean best be trained 
and adapted to the needs of industry 
They should consult together so that edu 
better understand the pro 
rressive nature of our economy and the 
modern trends in industry. 


busi 


business desires schools 


eators can 


Some of the ways better understanding 
and joint cooperation could be achieved 
are by a reciprocity of speakers at 
and educational conventions; 
active participation of business mem 
bers in such organizations as the Future 


business 


110 


Business Leaders of America, Distribu 
tive Edueation, and Junior Achievement. 
Perhaps a committee could be 
lished, composed of business and edu 
cational 


estab 
representatives, to interpret 
standards required by industry. A work 
shop sponsored by businessmen on the 
latest technical and scientific Innovations 
that into the business offic 
would do much to help educators keep 


have come 


abreast of such things as automation and 
other trends. Permit 
ting students and teachers to visit offices 
and would be an _ enriching 
educational experience. Perhaps an ex 
change of articles in business and edu 
cational journals would strengthen thi 
bond of understanding and provide re 
freshing viewpoints on such problems as 
curricular patterns, registra 
tion, cooperative training programs, as 


modern business 


tactories 


selective 


well as the problems already mentioned. 
Both education are essen 
tial contributors to the welfare of our 
country. Both are dedicated to serving 
it. Joint between our two 
groups should do much to alleviate the 
pressures on modern education and pro 
vide industry with efficient personnel. 
The United Education 
Association, a department of the Na 
tional Education Association, is in a po 


business and 


cooperation 


Business 


sition to speak for business educators 
from all parts of the country. Already 
this association is cooperating with out 
standing business firms and organiza 
tions in ways to bring benefit to both 
business and education. Business train 
ing becomes a cooperative venture when 
businessmen and business educators un 
derstand more about each other’s realm 
of responsibilities. 


UBEA, with headquarters in the new 
NEA Building in Washington, D. C 
works through its five major regional 
affiliates to bring instructional assistance 


to business educators the country over. 
As never 


before, business edueation is 
making use of evaluative criteria in an 
effort to become more and more effective 
in its role as a contributor to general and 


vocational education. On behalf of the 
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Cap with Guarantee 
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Fast ? Its 
almost frightening!" 





The fastest calculator of all is Marchant. 
That’s because a Marchant’s dials are 
driven smoothly and quietly by its 
unique, constantly meshed train of pro- 
portional gears at 1,300 counts per 
minute—ftwice the speed of any other 
calculator. 

The Marchant has other important 
advantages, too. Ease of operation is 
one. Trouble-free dependability is an- 
other—hand in hand with time and 
money saved. And the Marchant gives 
you continuous proof—a straight-line, 
true-figure dial check of every number 
entered during a calculation. 

What do those advantages add up to? 
To your assurance of the utmost accu- 
racy in your figurework, and to a more 
efficient and profitable operation of your 
business. 


MARCHANT 
CALCULATORS 


OAKLAND 8, CALIFORNIA 


LLY AUTOMATIC 
MARCHANT FIGUREMASTER 


Modern Management Counts on Marchant 
For More Information Circle No. 160 
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business educators in the country, may 
I extend to you in the business world 


the good hand of friendship and a 


wholehearted 


shall 


promise of 
Together we 
America. 


cooperation. 


build for a greater 


Railroad Systems Group 
Has Grown 800% in 5 Years 


N. A. SORENSEN 


President, Railway Systems & Procedures Assn. 
Supt. of Methods & Standardization, Operating Dept., 
Southern Pacific Co., San Francisco. 


URING 1956 the Railway Systems 
& Procedures Association intensified 
its efforts to interest people from 
departments other than accounting in 
the savings possible through improved 
paperwork procedures. At the same time, 
we intensified our efforts to sell the in- 
dustrial engineering concept generally 
to railroad management at all levels. 
Our last meeting program featured con 
trols over certain railroad 
operations—how they were set up, how 
they are being applied, ete. Our meeting 
programs this year also are expected to 
dwell heavily on the subject of controls. 
Last year brought to fruition a proj- 
ect. started by a group of our members 
about two years The Association 
of American Railroads recently adopted, 
recommended procedure, a new 
method of billing for repairs to foreign 
line freight cars. Some of our members 
have been trying this system on an ex- 
perimental basis for some time. Basi- 
eally, this procedure eliminates a lot of 
detail in the billing process, mainly 
through billing for a lump sum on items 
which are not especially costly and are 
applied to freight cars very frequently, 
e.g., air brake hoses, brake shoe keys, 
ete 


aspects of 


azo. 


as a 


The above project took some time 
to accomplish because of one of the 


peculiarities of the railroad industry. 
Railroads all over the United States and 
Canada use each other’s equipment, 
freight particularly. While the 
freight ear of railroad X is on the rails 


cars 
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oF Yond Y, 1 may break down. Y re 
pairs the car and bills X for the 
of the repairs. Because of these inter- 
road dealings, it has always been thought 
desirable, if not mandatory, that certain 
parts of the billing procedure be 
standardized. Furthermore, in _ accor- 
danee with what was thought to be good 
accounting practice, bills were rendered 
in great detail. Regardless of the cost 
of the part applied to the car, that part 
was listed on the bill. Even so, the 
charge had to be supported by a ticket 
which showed where the work was done, 
the number of the car repaired, what 
work was done and the charge for the 
work. Most of the items on the bills we 
found to be relatively low-priced re- 
pairs which occur with great frequency. 
In many the cost of billing for 
this work, under the old procedure, was 
at least equal to the cost of the work 
done. 

The new procedure eliminates almost 
all the billing for these relatively minor 
items. In itself, it will not produce 
any savings of earth-shaking propor 
tions. Its chief value may lie in what 
it has done to start people thinking 
about further improvements. As _ one 
man told the writer, maybe we can’t 
afford to bill for these items at all. 
Maybe we just ought to agree that we'll 
do certain work on the other fellow’s 
equipment without any charge to him. 
There are precedents for this type of 
action. It may be, therefore, that even- 


cost 


cases 


(Continued on page 124) 
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A man is judged by his letters 
(And so is his company) 


After all, a business letter is a proxy you send to speak for 
you and your company. 

If it looks neat and efficient, then you do. 

But if it looks sloppy—with a sprinkling of faded, broken 
characters—it can make a very poor impression. 

That’s one good reason why you should trade in your 
old typewriters on new Royals! 

Why Royals? Because Royals make a sparkling print-like 
impression on paper. And keep on doing it after most other 
typewriters have given up. 

And surprisingly enough, new Royals will probably save 
you a whole pot full of money. First, typists prefer them 
(about 2 to 1 over the next three makes) because they’re 
easier to operate. So they’re good for morale. 

Secondly, because they require so little servicing, take 
less time out for repairs. 

From now on, why not be sure your letters make the 
best impression. Call in your local Royal Representative 
and figure out a trade-in program. A program that will tell 
you just when it will pay you to trade in your old typewriters 
for more efficient Royals. 


ROY, L standard 


electric ¢ portable ¢ Roytype® business supplies 


World’s Largest Manufacturer of Typewriters — Royal Typewriter Co., Division of Royal McBee Corp 
For More Information Circle No. 360 
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Remodels Old Building 
To Keep Offices in 


Downtown Milwaukee 


ITH Frank Lloyd Wright’s plan 

for mile-high office buildings still 

only on the drawing board, finding 
centrally located downtown office spac« 
most pressing problems 
confronting expanding business firms in 
every city in the nation. This 
has been a particularly pressing prob 
lem in Milwaukee 
in the country 


is one of the 
major 


the 13th largest city 
where a 


major ¢ 
building has not been constructed in the 


i 


downtown area in the last 20 vears. 


A young and vigorous firm, which i 
only eight years has become the world’s 
largest temporary help firm, came up 
with a is hailed by Mil 


waukee business and civie leaders as the 


solution that is 


Before and after 
views of the first 
floor in the re- 
modeled office 
building of Man- 
power, Inc., Milwau- 
kee. Stairway was 
enclosed, flooring 
and lighting re- 
placed, and parti- 
tions erected. The 
mural, at right, de- 
picting American 
scenes, is repeated 
on the second floor. 


The building's exterior was painted gray 
with white trim. Awnings are white and green. 


“answer” to the downtown office prob- 
lem. The office dilemma of Manpower, 
Ine., was a Its tremen 
dous growth, from a midwest operation 
in 1948 with offices only in Milwaukee 
Chicago, to its present interna 
100 offices in major 
cities and six foreign 
demanded that its facilities 
in Milwaukee be quadrupled. 

It was essential that 


formidable one. 


and 
tional 


\merican 


status with 
cities, 


home office 


its offices be ae 
firms that it 
serves and to its suppliers and employ- 


eessible to the business 


ees. Because of the nature of its opera- 
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“Our THOMAS COLLATOR paid for itself 


on the very FIRST JOBY 


“The job I’m referring to was the col- 
lating of 2500 copies of Baker Chemical’s 
300-page price catalog. Normally a cat- 
alog of this size has its share of pro- 
duction problems, but an emergency 
65% revision, midway through, compli- 
cated matters even more. 
“Yet instead of 20 to 30 girls doing 
hand collating and piling up hundreds 
of hours of overtime, we accomplished 
the entire catalog revision and assembly 
with a Thomas Collator and three girls 
during regular working hours!” 


c 
as» 
T OMAS 
(seve a 


More in use than all 
other makes combined 


Copyright 1957, Thomas Collators, Inc 


JAMES E. WILLIAMS, Off. Mgr 
J. T. BAKER CHEMICAL CO. 
Phillipsburg, N. J. 


You, too, can increase efficiency, perk 
up office morale and cut costs by 50% 
with a Thomas Collator. And only with 
Thomas do you have the pick of two 
complete lines — electric-powered and 
mechanical! There’s a big price advan- 
tage, too! Thomas Collators cost less 
per bin opening than any other collator 
— bar none! 

Send today for the full story...simply, 
completely told in our new fully colored, 
illustrated brochure. No obligation, of 
course. 


Thomas Collators, Inc., Dept. B 
50 Church Street, New York 7, N. Y. 
At no obligation, please send me 
[] FREE*New Full Color Brochure 
() FREE Collating Cost Calculator 
[) Demonstration at my convenience 


NAME 
(Please Print) 


COMPANY___ 
ADDRESS 
CITY 
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save time, space and money 








*Independent surveys comparing shelf and drawer filing show approximately 
90%, savings in personnel TIME. No time wasted opening, closing drawers. 
‘Doors give shelf work surface. *Floor SPACE savings amount to 42-50°% due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 
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tion it could not locate in a decentra- 
lized area. 

“We have found,” said Elmer L. Win 
ter, president of Manpower, Inc., “that 
the downtown area is too valuable a lo- 
cation to leave..” 

With ingenuity, resourcefulness and 
imagination the needed space was found 
in an ideal downtown location. An old, 
but sturdy, building—formerly a furni- 
ture store—in the heart of downtown 
Milwaukee was purchased and com- 
pletly remodeled to meet the firm’s cur 
rent and future needs. The 


Views of the second 
floor, before and 
after remodeling, in 
Manpower's Milwau- 
kee office building. 
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five-floor 


structure offered 30,000 sq. ft., four 
times the firm’s former space. 

Robert G. Irwin, direetor of the Mil 
waukee Downtown Assn., acclaimed 
Manpower’s solution as demonstrating 
“'..great vision by recognizing tar 
ahead of many people in the country 
that downtown is the only genuinely 
central location in the community.” 

“Manpower’s action in Milwaukee,” 
Mr. Irwin continued, a rerarded by 
this office as a further demonstration ot 
the new emphasis being placed on cen- 
tralization as opposed to the 1948 to 
1954 dispersal craze. The dispersed lo- 
cations are conceived for the purpose ol 
serving only a fraction of the market 
and have a limited need for the services 
offered by an organization of Man 
power’s size and scope.” 

Following the purchase of the build 
ing, the firm’s requirements and plans 
for maximum utilization of space were 
charted. The first task, demolition, in 
cluded tearing out all existing room di 
visions, ineandescent lighting wiring and 
heating systems. Then carpenters en 
tered, built the framework for office and 
and the revision 


department divisions; 





of plumbing and ventillating facilities 
was started. 

Overhead, strip fluorescent light fix- 
tures with egg-crate type louvers for 
diffusion and glare prevention were in- 
stalled. Light beige asphalt tile streaked 
with brown and white (considered ex- 
cellent for light reflection without glare ) 
laid. Beige, tweed-like, wool ear- 
peting was installed in executive offices. 

The first floor of the building houses 
the reception area, the offices of the ot 
fice manager and controller; accounting, 
credit and billing departments and the 
Milwaukee office services division. Ex- 
ecutive offices, a conference and 
training, advertising 
and public relations departments are on 
The third floor houses 
the mailing, supply, production, print 
ing and typing departments. The branch 
payroll division, and newly created auto 
mation school and service departments 
are on the fourth floor. The Milwaukee 
industrial division is on the lower level. 


was 


room 
franchise, 


sales, 


the second floor. 


The executives’ offices were designed 
with an eye to the individual’s working 
habits. That of the executive vice presi 


dent features a mahogany, stepped work 


table and built-in eredenza to accom- 
modate his stand-up work habits. A 
work table and credenza form an elon- 
gated L behind the boomerang shaped 
desk in the vice president’s oftiee. The 
limed oak finish of the Formica topped 
desk in the vice president’s office. The 
prevent glare. 

Soft walls add contrast to the 
paneled conference room and office ot 
the executive vice president. The offices 
of the chairman of the board and the 
vice president incorporate Japanese 
cloth witl paneling. Floureseent 


goreen 


grass 


Office of Elmer L. 
Winter, president of 
Manpower, Inc., be- 
fore and after 
modernization. Pipes 
were covered with 
cherry wood panel- 
ing. 
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ARTISANS OF FINE PAPERS 
OUR 58TH YEAR 


MIMEOGRAPH Papers for 
_ » Stencil Duplicating 


ie 


akes all of them... 

J; MT a” 

F 4 
to increase production efficiency in 
each duplicating process. 


Perfect ink reception, ease of handling in high 


speed operation, and clear, sharp, easy-to-read 


2 
Papers) 


_DUPLICATOR 
for Fluid or 
Gelatin Process 


impressions on typewriters and other ofhce 
machines are features you naturally associate 


with all WAUSAU IMPRESSION PAPERS. 
The complete line of WAUSAU IMPRES- 


WAU ) SAU SION PAPERS is available nationally through 


a ee ee 


IMPRESSION PAPERS authorized distributors and stationers. 


ee ee ee ee ee oe 


WAUSAU PAPER MILLS CO. 
General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 





[ 
t 
7 
‘ 
\ 
5 


MILLS at 
BROKAW, WISCONSIN Member — Wisconsin Paper Group 


For More Information Circle No. 159 
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VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have “‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
eo year! Stencils, negatives and masters hang free 
from pressure . protected against damage 
eosy to file and find. 


against 


There's a MIM-E-O 
model to save and 
protect all types and 
sizes—capacities from 
150 to 1400. 


EASY-FIND INDEX 
Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. @ Chicago 22, Ill. 
300 Distributors . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 


For More Information Circle No. 172 
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lighting fixtures in executive offices were 
dropped four feet from the ceiling to 
create the effect of a false eelling. 

The office of the president is paneled 
in eherry wood. Painted burlap doubles 
as wallpaper and background for his 
long, low 
eredenza forms an L along the walls be 
hind the oversized desk. A modern, 
natural-colored, linen and match 
ing chair are grouped around a white 
Formica-top coffee table at one end of 
the room. A modernistic brass chan- 
delier with cone shaped shades hangs 
over the coffee table. 
print. 

The first floor area com 
bines paneling, gold-flecked wallpaper 
and sandalwood colored paint. All wood 
surfaces throughout the building were 
treated to light reflection. 
Wall color schemes throughout are in 
tones of and brown or muted 
vreens—all chosen for their non-glare 
quality. 

Built-in include sofas, table 
and magazine rack in the reception area. 
In the conference room there is a spe 
e ally designed unit, Incorporating book 
credenza and cork 
play board. 


prize-winning paintings. A 


sota 


Drapes are a Pie 
asso 


rece ption 


eliminate 


beige 


features 


case, covered dis- 
features include built-in 
throughout the building and 
murals on the first and seeond floors. In 
the reception area a wall clock displays 
the letters “Manpower, Ine.” 
ot numerals. A long hallway 
from the ' 


Decorative 
planters 


in place 
leading 
reception area to the elevator 
contains a rotating exhibit of paintings 
by leading Wisconsin artists. Deco 
rating was planned and supervised by 
Interiors, Milwaukee. 
The building’s large, central window 
features a 12-ft. turntable with 
of Manpower at work. A side window, 
through the use of translites and mo- 
biles, de picts some ol Manpower’s serv- 
The  building’s 
exterior 


Lois Rosenberg 


scenes 


1ces, former 
painted charcoal 
and the white trimmed windows 
topped by green striped awnings 
to add a bright new face to downtown 
Milwaukee. 


cream 
colored Was 
gray 


were 
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You can’t shoot quail 
with a “POP’’ gun! 


No job is too tough for the Hunter 
Hi-Speed Heccokwik photo-copyist. Print, 
typewriting, handwriting, drawings, pho- 
tographs—they’re all the same. Simply 
insert the original and Hi-Speed makes 
the copy—black, clear, sharply-defined. 
full, 
No 
any 

or 


And with Hi-Speed you get a 
finished dry copy in 20 seconds! 
mistakes! No erasures! Works on 
desk in any light. No darkroom 
chemicals. Anyone can operate it. 


Hi-Speed and its papers are American 
made—the supply guaranteed. Hunter's 
revolutionary new development, Auto- 
Feed, is standard equipment with 
Hi-Speed, and makes photo-copying 
practically automatic and foolproof. 

All we ask is—let us demonstrate in 
your office —on your work to prove that 
Hi-Speed is the machine for you! 


INE MACHINE WILL 
YOUR COPYING 


. photo-copyists 
Copy Any Mark On Any Paper 


Hi-Speed 
HECCOK WIK 


photo-copyist 


CLIP TO YOUR LETTERHEAD: 


HUNTER | Hunter Photo-Copyist, Inc. 
/ Yast 566 Spencer St., Syracuse, N. Y 


| Gentlemen: 


fe en ot on oe oe ee ee 


PIONEER | 


IN | demonstrated in my office. 
PHOTO-COPYING 


4 
| 
“| 
| 


| want the Hunter Hi-Speed | 


Titi tie ee 
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Safeguard Your 
Business Secrets 


Now you quickly and easily 
destroy confidential papers 
and obsolete records right 

in your own office. 


NEW SHREDMASTER 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


oe@ene 
= “. 


* 7 * 
¢ 
4 YOUR FJDENTIAL & 
$ PAPERSGO IN HERE. 
> a 


es, 


YJ 


The only office paper 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed 
and safety than ever be- 
fore! Compact, modern 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small. 





























# UNREADABLE SHREDS ® 
, COME OUTHERE. » 
*. ? 
eee ee 





FREE: 


Illustrated descrip- 
tive folder in- 
cludes 10 day free 
trial details. Write 
“BANTAM 10” on 
your letterhead or 
postcard, and mail 
today to: 


Fhe SAREDMASTER “@..,/. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 


For More Information Circle No. 296 
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Ask for Brochure B 








R.R. Systems Group 


17 
il 


tually we'll eliminate some of these 
functions completely, rather than just 
do them in an fashion. 

[ mentioned above that, for the pres 
concentrating 
heavily on the subject of controls over 
certain phases of railroad physical op- 
other than accounting. Na 
turally enough the industry always has 
had certain yardsticks of efficiency, in 
these ope rations, which have 
In the 
years, however, there has been 
a feeling that tl were not 
doing the job that was needed. In part, 
form 
direct 
Consequently, 


easier 


ent at least, we are 
erations 


some ol 
been used as controls of sorts. 
last few 
hese controls 
this is beeause they are not in a 
usable by the officer who has 
control of the operation. 
the search for better controls is taking 
two forms: (1 vardsticks; 
2) use of the same yardsticks but get 
ine out control figures earlier and fur- 
ishing’ them to the people who actually 
ean use them. In the second ease, ven- 
erally this means breaking down figures 
for smaller and smaller segments of the 
i0b. 


setting new 


processing 
equipment Wi help provide these bet 
ter controls at a bearable cost. 

What is RSPA doing’ to promote thes« 
better controls? At the moment, the 
organization and should not, 
take credit for originating anything. 
After all, if the members who are em 
ployees of railroads hadn’t been aware 
of the need 
would 


therefore, 


Today’s better data 
] 


1 
| 


cannot, 


for these controls, nothing 
done. In the main, 
our organization has been 
bringing out in the open some of the 
work being done in this field by some of 
This fulfills our 
purpose of education, through exposing 
our members to new thinking. 

The new method of billing deseribed 
above is the outgrowth of the activities 
of our workshop groups. This 
expect to set up several more 
number of differ- 


have been 


the railroads. basie 


ot one 
year we 


groups to work in a 
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The Victor Flick that outdates 
all other calculators 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply ... “Down” to divide . . . middle 
position to add or subtract—and all automatically! 

The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 

Find out how much this Victor “Flick’’ can do for 
you — look under “V” for Victor in the adding ma- 
chine section of your classified phone 


book or mail the coupon. 
VICTOR ADDING MACHINE CO. 
CHICAGO 18, ILLINOIS 
Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing all the 
features. 


VICTOR ADDING MACHINE CO. Nome 


Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario Company 


Manufacturers of Business Machines, Add 
Cash Registers, Business and Industrial Systems, — 
Electronic Equipment, Etectri-Cars 


For More Information Circle No. 217 
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Get Your Letters — 
Done Faster,More Accurately 


Here is the first improvement in shorthand notebooks in 20 years. 

It is designed to save a stenographer’s time and help increase her accuracy! 
It spells! No more time wasted looking up words in clumsy dictionaries. 
The 500 most often misspelled words in 2 business office are at her 
finger tips on the cover of the ‘‘500’’ Notebook. 

It hyphenates! The words are divided to show where to hyphenate 
when necessary. 

Spacing is wider! 21% lines to the inch for faster note taking. It’s easier 
to make changes, too. 

Smooth paper surface designed for “‘quick-glide’’ note taking. 

Cool, green Eye-Ease paper helps prevent eyestrain and fatigue that 
leads to careless errors. 

Here’s a simple, easy way to promote efficiency in your office . . . save 
stenographers’ time . . . help them do a better job. Tests already indicate 
that this will be U.S. A.’s favorite steno book. Pick up the phone and 
say “I’ll have a supply of National’s ‘500’ Notebooks” to your 

National Stationer. National Blank Book Company, Holyoke, Mass. 


See Your 
NATIONAL BLANK BOOK 


STATIONER 


For More Information Circle No. 164 - 
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ent fields, not all of them having to do 
direetly with paperwork. group 
will have the really tough assignment 
of defining what seems to be one of the 
industry’s greatest operating problems. 
It is our teeling that we are perhaps 
mistaking the manifestations 
ot the problem for the problem itself. 
The group will not set out to work to- 
ward problem solution. If the job of 
recognition and definition is accom 
plished, it’s likely that the largest part 
of the battle for 
a solution will 
have taken. 

Proot that 
something like 
RSPA Was needed 
by the railroad 
industry would 
seem to lie im two 
facts: (1) 
erease ot 
800% 


One 


some ol 


been 


an In- 
almost 
in member 
ship in less than 
five years; (2) 
almost the same 
erowth in attend 
the two 
meetings 
are held 
yearly. As ow 
workshop group 
activity imereases, 
railroaders’ inter- 
In our 


ance at 
veneral 
which 


est in group 


will continue to 
fTOW. However, 
rvrowth brings 
with it problems, 
particularly in 
the workload 
which must be as- 
sumed by the offi- 
That 
increased SO 


that the 
officers 


load 


cers. 
has WM. A 
sharply 
volunteer 
no longer 
handle it, 
with the 


can 
even 


help 


Sales Offices 


of willing assistants among the mem 
bers. Consequently it was necessary for 
us to take on two paid employees, one 
of whom has been given the title of ex 
ecutive director. At the same time this 
step was taken, the oftices of the asso 
ciation were moved to Washington, D.C. 

We in RSPA confidently expect that 
1957 will see increased recognition, 
the part of railroad management at all 
levels, of the worth of our group to the 
industry. 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


on 


Nine stock com- 
binations, all at 
one low price! 


ss 
amp” \ 
. sion 
F simile impres 
ac 


345078 | 


N. A. & CO., Incorporated 
woe 216 Nichols Ave 
ss Brooklyn 8, N.Y 


NEW YORK e CHICAGO e SAN FRANCISCO e¢ MONTREAL 


For More Information Circle No. 295 
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THE FAST, 


TO DRILL,SLOT, INDEX,CORNER, SLIT. . 


is with a CHALLENGE 
PAPER DRILL 


5 to 40 Times Faster 
Than Paper Punching 


Why depend on outside sources to 
handle work you can do more 
quickly and economically in your 
own plant? For instance, if you 
replace that old, outdated hand 
punch with a modern new Chal- 
lenge Paper Drill, you can speed 
up many of your punching opera- 
tions tremendously! It doesn’t take 
much skill or training. After brief 
instructions and practice, even an 
office girl can do a_ professional 
job of meeting your punching, in- 
dexing and cornering requirements 
for office forms, sales bulletins and 
all types of printed matter. The use 
of standard fixed gages will make 
repeat runs almost automatic—ac- 
curately position any number of 
holes. 

Challenge offers a full line of 9 
paper drills, with hand, foot or 
power controls—to meet your re- 
quirements, 


This shows samples of some of the wide variety of 
slitting, slotting, U-opening and cornering for loose 
leaf forms, indexing and printed sheets that can 
be produced on Challenge Paper Drills. 











CH-104-S 














CONVENIENT WAY 


CUT AND TRIM PAPER 


and a CHALLENGE 


LEVER OR POWER 
PAPER CUTTER 


. . - Safe and simple 
for anyone tooperate 


Think of the time and effort you 
can save by having your own paper 
cutter in connection with your of- 
fice duplicating operations. You can 
cut or trim up to a 2 inch stack of 
paper in one slice. Challenge makes 
both hand operated lever and pow- 
er-operated units—available in the 
range of sizes most widely used by 
duplicator users—19” though 30”— 
also power cutters up to 37”. 

Be sure you get the facts, however, 
about the new inexpensive 19”, 2%” 
and 30” power cutters before yo. 
buy. They are safe and easy for 
anyone to operate—even inexperi- 
enced help. 

Challenge Power Paper Cutters 
and Challenge Paper Drills are 
available through leading Duplica- 
tor and Printing Equipment Deal- 
ers in all principal cities. 


TRADE-MARK ® 


THE CHALLENGE MACHINERY CO. 


Grand Haven, Michigan 


CHALLENGE 
Power Cutters 


in 1934”—261%2” and 3014” 
sizes. Designed to provide 
small plants with power 
cutting at minimum invest- 
ment. Safe, accurate and 
easy to operate with hy- 
draulic power. 


CHALLENGE 
Lever Paper Cutters 


in 1934”—2614” and 3014” 
sizes. An economical cutter 
for shops where a practical 
cutter is required for han- 
dling substantial cutting 
requirements. 
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THE CHALLENGE MACHINERY COMPANY 0-2 


GRAND HAVEN, MICHIGAN 


* would like information on 


[_] Challenge Paper Drills 
[] Challenge Paper Cutters 





POSITION ~~ 





COMPANY —____ 
ADDRESS 


CITY 





NOW. ° THE : 


FOR THE FINEST 
IN OFFICE LIGHTING 


New EXECUTIVE SWIVEL ARM, 
designed for the ‘big desk‘’... with 
all the famous Sight Light patented 
features...in newest modern design 
and latest decorator colors with 


solid polished brass. 


Under writers’ 
Laboratories 
Approved 


SIGHT LIGHT—M. G. WHEELER CO., INC. Greenwich, Conn. 
For More Information Circle No. 273 
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v Right or Wrong 


amit RELATIONS 


ROUNDUP of day-to-day employee 
problems and how they were handled 
incident is 


Each 


by management. 


ee 3 
which 


some 


taken from a true-life grievance 
went to arbitration. Names of 
principals involved have been changed. 


Is a Supervisor's Opinion of an Employee 


Weightier Than Another's Length of Service? 


What Happened: 

The company had the usual policy of 
promoting on the basis of length of 
service—provided skill and ability were 
relatively equal. When a _ promotion 
opened up, Alice Burke got the nod. She 
was a 5-year employee with an excellent 
record. A senior employee, Mary Greene 
put in a protest. “I’ve been here 7! 
vears and I should get that job,” she 
said. When the general manager heard 
the complaint, he called in the office 
manager, who said, “I’ve watched these 
two girls work for over four years 
since they’ve been in my department. | 
feel that Alice is better qualified and will 
do a better job. After all, my 
supervisor is to be able to judge people.” 

The general manager was convinced, 
and the promotion went through for the 
junior employee. Mary appealed, and 
the case came to arbitration. 
was: 

1. I am a senior employee and should 
get the job. 

The company has no proof that | 
ean’t do the work. 

3. How about a trial period 
[ can do it. 

The company answered: 


job as a 


I'll show 


1. We don’t maintain detailed records, 


so our “proof” 
visor’s opinion. 


has to be the super- 


The supervisor is part of manage- 
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Her brief 


ment, and management has the right to 
select employees for promotion. 

3. We’ve always handled promotions 
on this and never 
for trial periods. 


basis have gone in 


Was the Company: 
RIGHT (| WRONG (2 


WHAT ARBITRATOR HARRY H. 
PLATT RULED: “According to the 
supervisor’s testimony, Mary Greene 
was not promoted because the super- 


visor ‘felt’ that Alice Burke could 





handle the job better. Such testimony, 
however, is not sufficient to establish a 
claim of greater ability in one employee 
than in another. While, to be sure, a 
supervisor’s testimony as to an em- 
ployee’s general character or his belief 
that one employee is more skillful than 
another, is entitled to important con- 


sideration from an Arbitrator, they cer- 
tainly cannot be accepted as conclusive 
in the absence of tangible evidence 
which relates to capacity to do the 
specific job. A supervisor’s beliefs, even 
though honest, are not always infallible. 
Mary Greene is entitled to a trial 
period.” 


When Can’‘t You Discharge Employees 
For Gambling on Company Property? 


What Happened: 


McManus and Bradley, shipping room 
employees, came to work on a Saturday 
to do a special packing job. While they 
were waiting for instructions, they 
started to play poker. They knew this 
was against the rule because they asked 
one of the 
lookout for the The 


boss. stakes got 


pretty high, and the game went on for 


about an hour before they were caught. 
3oth men admitted they knew about 
the anti-gambling rule. Yet, when they 
were fired, they took their case to arbi 
tration. They argued: 


“kibitzers” to be on the 


1. The 
entoreed. 

2. This was their first offense. 

The company answe red: 

1. We never caught anyone before so 
we couldn’t enforee the rule. 

2 knew 


rule had never before 


2. The employees they were 
doing wrong, and should take the con 
sequences. 


3. We must set an example for others. 


Was the Company: 

RIGHT | WRONG ( 
WHAT ARBITRATOR DOUGLAS B. 
MAGGS RULED: “I am convinced that 
the employees violated, and knew that 
they were violating, reasonable and 
valid company orders by playing poker 
for large stakes. Therefore, I rule that 
the company could justifiably discipline 
them. The evidence showed, however, 
that gambling on company premises 
had long been a common practice. Over- 
seers had warned against it, but no one 
had ever been disciplined for it. Under 
these circumstances, I rule that dis- 
charge is too severe a penalty. If the 
company wishes to discharge workers 
for such offenses in future, it should 
post notices to that effect. I rule that 
a three-month suspension without pay 
and without accumulation of seniority 
is a proper, justified disciplinary punish- 
ment for McManus and Bradley, and 
that their discharge is to be treated as 
such a penalty.” 


THe Orrice—February, 1957 





a new concept in dictation! 


say it with 


SPS NOCORD 


...@ Simple, portable, precision instrument 


SAY IT OFTEN > 


STENOCORD’S revolutionary MAGNETIC BELT is re-usable... 
can be used for thousands of dictations. Wipes clean in a wink, 
ready for re-use. Mail personalized MAGNETIC BELT 
messages in an ordinary envelope. Easy to file. 


SAY IT SIMPLY G2 


STENOCORD is simple to operate. Controls for recording and playback 
are on one machine. Sensitive high fidelity mike has controls for start 
and stop...mike can be used for conferences and as a loudspeaker. 
Review Selector makes it easy to find or erase any desired spot. 

ial pei 
SAY IT ANYWHERE / Wi 
STENOCORD weighs only 94 Ibs. Size: 9’x 11x 3%”. Especially 
designed for rugged office use. Available with handsome leather 
travelling case with compartment for earphone and foot-pedal 
accessories. Take STENOCORD home with you, take it on trips, plug it 
into the dash on a car, use it in a plane, take it on calls. 


SAY IT ECONOMICALLY 


STENOCORD is precision manufactured 
by master-craftsmen. Still it costs much 
less than any other MAGNETIC BELT 
or professional office dictating machine. 
You can now equip all key personnel. 


FRANCHISED DEALERSHIPS 
ARE NOW OPEN. 


For additional information, 
write to: 
Pacific Instruments Corporation 
336 South La Brea Avenue, 
Los Angeles 36, California 


STENOCORD $240 Fe. 
REDICTA TRANSCRIBER $195 . 


For More Information Circle No. 269 


THe Orrice—February, 1957 





TYPEWRITTEN COPIES THAT 


9 AY @ 


TIME, MONEY AND ENERGY 


Many hundreds of our leading businesses and industrial 
concerns have learned to do it the “HURON COPYSETTE” 
way. Production is actually increased, precious time is 


saved for so many other office routines and morale is raised 


considerably. All this and cleaner, fresher copies . . . 

more uniform legibility . . . with HURON COPYSETTE. 
HURON COPYSETTE as a single unit, eliminates separately 
counting carbons and second sheets . . . eliminates 

aligning them too. What a tremendous time-saver. . you 
can produce many more copies and do it so much 
better... easier... and economically. 

So, do as so many others are doing . . . try HURON 
COPYSETTE and prove to your own satisfaction how it saves 
time, money and energy. It is available in White and six 
Colors, too. 


STATIONERS . . . we invite your inquiries. 
Send for samples, descriptive literature and 
price list. 


TRY IT THE “HURON coPyseTTE” Way |) 


PORT HURON SULPHITE & PAPER CO. 5 
Port Huron, Michigan 


Please send to me without obligation free samples of 


HURON COPYSETTE. _ 
ee 7on 
Company ___ = = 
aM : ory tele 
eae a PULL l, 


Street 


Zone State_ 


OUT Sty 


For More Information Circle No. 198 
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Can You Scare an Employee into 


An Involuntary Resignation? 


What Happened: 


One morning, the supervisor came 
over to May Kane, and whispered to her: 
“T have bad news for you.” 

“What kind of 
startled. 

“Come with me and I'll tell you,” he 
answered, and started to lead the way 
When they reached his office, the sup 1 
visor told May that he had received an 
anonymous letter accusing May of going 
out with a married man in the company. 
May became very frightened. | 

“What should I do?” she asked. 

“To keep down talk and embarrass 
ment, I advise you to resign. In fact, | 
think you should do it right now,” was 
his reply. May forthwith packed her 
personal belongings, signed out, and 
left. A few days later May showed up 
and said that she had changed her 
mind. Nothing doing, said the company. 
You resigned and that’s that. May filed 
a grievance to get her job baek. At the 
arbitration, May pleaded: 

1. I was foreed to resign. 

2. The supervisor had no business to 
suggest that I quit. My work was good, 
and my personal life is my own affair. 

The company didn’t go along, and 
maintained that an important principle 
was involved. Once an employee resigns, 


news?” she 


ask« d, 


os MP, 


UT 
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under no obligation 


reinstate him or her. 


a company 1s 


Was the Company: 


RIGHT () WRONG 

WHAT ARBITRATOR J. M. KLAMON 
RULED: “A basic point is whether the 
termination was truly voluntary, or in- 
voluntary. If an employee advises the 
company he or she wishes to resign, 
the company has every right to accept 
such voluntary resignation forthwith, 
and no grounds for any grievance exist. 
This is an important management right. 
To hold otherwise would be to force the 
company to reinstate any employee who 
might voluntarily resign—and then 
have a change of heart. Was the re- 
signation in this case forced? We find 
and hold that it was, and we further find 
and hold that it was not for any estab- 
lished just cause. We deliberately use 
the word ‘established’ just cause, be- 
cause the record fails to disclose the 
basis for Supervisor Graham’s action 
May Kane was therefore induced or 
persuaded to leave without any Just 
cause being shown or proven. She did 
not come to work intending to resign. 
I award reinstatement with all rights.” 





NOW 
VISUALIZATION MADE EASY 
AND 
INEXPENSIVE BY CHART-PAK 


Tapes, Templates, Boards 
everything for graphs, charts, presentations, 
office and plant layouts, organization charts— 
all from Chart-Pak 


All have pressure sensitive adhesive backing — 
can be affixed, removed or replaced easily. All 
can be reproduced 

TAPES — opaque and transparent — 1/32” to 2” 
wide — 14 colors—over 60 printed designs 
OFFICE TEMPLATES, form and flow symbols and 
pictographs in a wide assortment 

REUSABLE WORKBOARDS in transparent and 
opaque plastics, with printed reproducible or 
non-reproducible grids to assist in laying out 


material. Write for data and free samples 


a The Versatile 
rattsmon 


‘ CHART-PAK, INC. 


more = 13-22 River Road, Leeds, Mass. 


Please send me information and free samples 
Name______ _ 
Company- 

Title__ 

Address 

 —— Zone State 


! would like to buy Chart-Pak material from my 
local dealer__ 


For More Information Circle No. 263 





Personnel Selection Is 
The Key to Efficiency 


ntinued from page 12 


able insofar that machinery usually out 
lasts both the scarcity of help and the 
overloaded conditions. Provided that 
present and predicted future workloads 
warrant the acquisition of equipment, 
mechanization offers tremendous savings 
in terms of work output, accuracy and 
speed. But, if the equipment cannot be 
legitimately depreciated in the course ot 
normal cost accounting, it is no solution 
at all. Mechanization, however, also sim 
plifies employee selection by causing a 
change in the composition of office per 
sonnel in favor of unskilled help, which 
is usually plentiful. Thus, office mech 
anization, opens up a cheaper supply of 
help. The mental aptitude required to 
operate office equipment is such that 
most of the people who are willing to 
take office jobs are able to quality. 

The third solution resembles mech- 
anization in its effects. On one hand, 
work simplification does away with com- 
lieated office jobs by splitting tasks into 
simple and routine activities which can 
be handled by individuals with less skill. 
On the other hand, work simplification 
combines related work, thereby making a 
better use of talents already employed. 
Hence, either work simplification or 
mechanization will facilitate employee 
selection, placement and utilization. 

Supervisory training as a means of 
office efficiency is promising because 
planning, direction and control ar 
carried on by the supervisors. If they 
can be trained in the best office practices 
and techniques, they will in turn utilize 
their know-how toward achievement of 
efficiency. But, few supervisors who 
were chosen by the flip a-coin method 
have the necessary managerial aptitudes. 
A lengthy apprenticeship in the employ 
of a firm may make someone a top-notch 
employee, but mere seniority does not 
qualify him for a promotion to super; 


8 
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Better Letterheads 


Faster - Easier with 


Photo Offset Plates 


=MOCR AT PR] NT] 


* 
‘ry 


NG Con 


This letterhead printed on Gilbert 25% Rag Content 
Bond by Democrat Printing Company, Madison, Wisc. 


Letterhead printing demands careful handling yet it must be on 
and off the press in minimum time to keep costs down! 

Top quality, with minimum pre-run preparation are proved 
benefits of 3M Photo Offset Plates. Presensitized, these plates are 
ready for smmediate exposure. Halftones and solids print accurately 
because 3M Plates have a smooth, grainless surface. 

Print one or more colors on any letterhead stock with complete 
assurance of high quality and true economy. Call your 3M Photo 
Offset Plate dealer for full information on how 3M Plates save 
you money and produce better, faster runs. Write Minnesota 
Mining and Manufacturing Co., Dept. ER-27S, St. Paul 6, Minn. 
for Free 3M Excellence of Lithography Award samples. 


CATALOG PAGES BROCHURES MANUALS SALES LITERATURE 


3M Photo Offset Plates 


"3M" is a registered trademark of Mi ta Mining and Man- eget on 
vfacturing Company, St, Pavi 6, Minnesota. General Export: 99 €> 
Park Avenue, New York 16, N, Y. in Canada: London, Ontario. ee 





For More Information Circle No. 181 
THe Orrice—February, 1957 








Because Facit gets results—dquickly 
and easily. Solve any problem 
single-handed, with the ten fastest 
keys to calculating ease. The 

fully automatic Facit—multiplies, 
divides, adds, subtracts—and does 
it all with the five fingers of 

one nimble hand. 


TPROOF, FOOLPROOF 


A few dealer territories still open 
Inquire about your area. 








SOLD AND SERVICED I MORE THAN 100 COUNTRIES INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 


For More Information Circle No. 203 
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Reason: there's no faster or surer 
count when you're contemplating 
figures. Odhner was first to make it 
easy with automatic multiplication. 
Now another Odhner first is the 


exclusive, time saving Automatic 


Short-Cut—never more than 
five prints for any figure. So be 





confident, count on Odhner. 
A few dealer territories still open— 


Inquire abc 


i 
; 
FACIT INC. 
404 Fourth Ave., New York 16, | 
or 235 Montgomery St., San Francisco 

} 

N 





SOLD AND SERVICED IN MORE THAN 100 COUNTRIES * INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG, SWEDE 


For More Information Circle No. 204 
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visory openings. No supervisory train 
ing program can do the impossible task 
of indoctrinating people with managerial 
skill, new ideas, practices and techniques, 
unless the necessary aptitudes are pres- 
ent. 

While the selection process seldom, 
if ever, produces fully qualified super- 
visors, it may provide the office with 
talented individuals who can, after a 
series of training programs, become ef- 
fective in supervision and ultimately 
contribute to low cost office operations. 

While efficiency depends largely on the 
capabilities of employees and super 
visors, a word of caution is in order. 
Capable individuals may be misplaced, 
and misfits may be effectively employed 
at certain routine tasks. Selection must 
be able to line up a group of applicants 
and pick out those best fitted to handle 
a particular office task. As long as the 
job qualifications are of a physical na 
ture, it is relatively easy to test fitness for 
particular office jobs. When intellectual 
qualities are important to job success, 





FOR Alt NOISY 
OFFICE MACHINES 


it is necessary to administer complicated 
tests. 

With the help of tests, the executive 
ean select applicants who fit the require- 
ments of certain jobs. Interviews, medi- 
cal check-ups, references, questionnaires, 
ete., along with test results, usually give 
sufficient evidence as to possible success 
or failure on the job. 

Even though there is no guaranteee 
for employee competency despite care- 
fully planned selection, the placement 
of qualified individuals in jobs which 
are commensurate with their capabilities 
is the best foundation for office efficiency. 
Regardless of how much effort and 
money is being spent for work simplifi- 
cation or other cost reduction programs, 
efficiency will not be achieved unless the 
personnel were properly selected and 
placed in the various jobs. By the same 
token, a carefully selected supervisory 
group can with proper training, easily 
acquire supervisory techniques and see 
to it that efficiency is not only achieved, 
but maintained. 


QUIETEX material KILLS NOISE instantly! 


Successful noise control ‘at the machine’ requires a different kind of acoustical 


QUIETEX has been developed for this purpose only... 


NOISE bounce. 


QUIETEX used in SOF'TONE Acoustinets absorbs sharp pitch of noise 


for the operator and others. 


1957 





(Gate 





material. 


it's ‘pillow soft’... it prevents 


. + « assuring comfort 


—— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


402 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 260 
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but now Heyer offers push-button 
duplicating at little more than the 
price of some hand-operated machines 


Heyer has broken the price barrier with the new 
Mark II Conqueror automatic electric spirit dupli- 
cator. Every office duplicating job—bulletins, form 
letters, sales plans, special office forms, etc.—can 
be produced much more easily on the new Model 76 
Mark II Conqueror, at the rate of 110 clear, crisp 
copies per minute in 1 to 5 colors... at a fraction of 
a cent per copy. Its constant speed produces better 
and more uniform copies; it frees the operator so 
that the copies can be observed; it permits pressure 
and fluid controls to be adjusted at will; and most 
important... there's no effort on the operator's part! 
The Model 76 offers all this... at a price that can't 
be matched. 





PA 

move. 0 > GYrarh 

CONQUEROR 

For those who are looking for 

a fine quality duplicator at the 

lowest possible price .. . the 
hand-operated Model 70 Mark II Conqueror is the 
perfect buy. It has been completely redesigned too, 
and has a new Feed Retease Button as well as Paper 
Stackers, previously found only on the Model 76. 
The Model 70 Mark II Conqueror hand-operated du- 
plicator prints up to 110 copies per minute of any- 
thing typed, written or drawn on the $495 00 
master ...in1to5 colors at once. 

Plus Tax 


For More Information Circle No, 


AUTOMATIC. > Work 
CONQUEROR 


SPIRIT DUPLICATOR 


$29950 


Engineering improvements on the Model 76 Mark II 
Conqueror include a brand-new Feed Drive Mech- 
anism which works only in a forward motion... 
eliminates the lurch found in old-fashioned reciprocal 
drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus 
an 11” and 14” Cylinder Stop. The completely rede- 
signed Motor Drive gives smoother operation, while 
the conveniently positioned Motor Bar permits effort- 
less fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone 
can operate it in a jiffy. Feature for feature... this 
Mark II Conqueror is the biggest value in spirit 
duplicators today! 


The HEYER Corporation 
1821 South Kostner Avenue, Chicago 23, Illinois 


O Send additional information about the new 
Mark II Conqueror duplicators. 


Please arrange a demonstration. 


NAME POSITION__ 





COMPANY. 


ADDRESS___ 





CITY 
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COPYING MACHINE 
Ozalid, Dept. 1-2, Div. of General Ani 
line & Film Corp., Johnson City, N. Y., 
makes the Ozalid Streamliner 200 which 
is priced at $995 to bring the benefits of 
a large-capacity model to the low-priced 


field. (An electronic drive model is avail- 


able at slightly higher cost.) This com- 
pact printer will reproduce forms and 
other material up to 42” in width. Varied 
color-coded Ozalid copies facilitate rout- 
ing of The Ozalid 


copies. Streamliner 


200 makes quality dry copies of any- 


thing written, printed, typed or drawn on 
translucent paper, in a matter of seconds. 
The 


negatives 


inks or 
limit to the 
copies which can be made. 
height and 27” depth will allow 
convenient placement in small and large 
Operation is simple and can be 
mastered readily by office personnel. For 
More Information Circle No. 139. 


machine uses no stencils, 


and there is no 
number of 


Its 90" 


)ffices. 
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CHECKSIGNER 


Cummins-Chicago Corp., 4740 North 


Ravenswood Ave., Chicago 40, Ill., makes 
the 270 


series of Cummins checksigners 
will handle 450 
mixed size checks per minute, or similar 
items up to 94%” x 11” in size. It 
automatically feed 25,000 checks or simi 


endorsers which 


will 
matter of min 


lar items per hour. In a 


utes, the checksigner can be converted 
to an endorser by removing the signature 
plate and substituting an endorsing 
plate. Completely restyled, the machine 
features modern 


design and a compact 


streamlined appearance. A coppertone 


finish adds to its modern, efficient look. 


The Cummins 270 series checksigners ana 
endorsers have a rigid, sturdy improved 
construction that provide quiet opera- 
tion. The virtual elimination of operating 
vibrations allows the improved perpetual 
dating unit to remain stationary, once 
set. Anti-friction used 
throughout for smooth operation. A wet- 
type ink supply, used on the signature 
die, assures a constant, even flow of ink 


bearings are 
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with no ribbons or rollers to wear out. 
The factory adjusted ink flow means that 
the first check is as legible as the last, 
regardless of the machine speed or quan- 
tity of checks printed. For More Infor- 
mation Circle No, 144. 


ADDING MACHINE 


Burroughs Detroit 32, Mich., 
makes a Ten-Key electric adding machine 
featuring a newly designed keyboard, 
greater operating simplicity, two-color 
ribbon, automatic spacing for tear off 
after totals, and high operating speed. 
Its Balance Touch keyboard is a ecare- 
fully designed combination of proper key 
positioning and balanced key feel. All 
result and control keys have the same 
even touch, as have all the numeral keys. 


Corp., 


Distances between outlying keys and the 


home-key position have . been re-engi- 
neered to make them as nearly equal as 
possible. All keys are slightly larger. 
The ribbon coupled with an 
improved printing mechanism indicates 
all plus amounts in black, all minus 
amounts in red. Tape is automatically 
spaced to tear-off position after totals. 
It can be adjusted for single spacing 
after totals if desired. Housed in stream- 
lined aluminum case, the Ten Key model 
is offered in four decorator colors: Capri 
coral, Alpine blue, amber gray and sea 
mist green and available in ten various 
listing and totaling styles which may be 
purchased outright or leased as the user 
prefers. For More Information Circle No. 
105. 


two-color 
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DICTATING MACHINE 


Pacific Instruments Corp., 336 S. La- 
Brea Ave., Los Angeles 36, Calif., offers 
the Stenocord Dictating Machine with 
magnet-tone-carrier-belt which works on 
a magnetic groove to assure fidelity. The 
AC hum is entirely 


record scratch. 


eliminated, as 

noises are blocked 
out entirely. The easily changeable Mylar 
belt transcribes the equivalent of 12 
minutes or five to six typewritten pages 


Room 


less than five 
can be used more than 
a thousand times. The cost for each belt 
is 80ce. All control switches for record 


ing and playback are designed for si 


Automatically erased in 
seconds, the belt 


plicity of operation and are easily acces 
sible on one machine. Other controls i 
elude switches for volume control, a con 
switch and 
starting and stopping. A 
tor allows the dictator or 
locate a desired 
matter of 
sensitive 


ference remote controls for 


review indica 
transcriber ti 
spot on the belt in a 
The small, highly 

which fits 
fortably into the hand, can be used as a 
table or conference mike and also serves 
as a controlled loud speaker. The 
has a_ starting and stopping switch. 
Weighing only 9% lbs. and measuring 
114%” wide, 9” deep and 3%” high, 
Stenocord is encased in a handsome top 
grain leather carrying case with a special 
compartment for accessories. The ma 
chine can be plugged into an automobile 
dash or used in a plane. In addition to 
the Stenocord C, which can double as a 
transcribing unit, the same manufacturer 
makes the Stenocord Redicta for tran- 
seribing only. The Stenocord C is $240; 
the Stenocord Redicta, $195. For More 
Information Circle No. 106. 


seconds. 


microphone, com 


mike 





STENCIL DUPLICATOR 


Bohn Duplicator Corp., 444 Fourth 
Ave., New York 16, N. Y., announces the 
BDC Rex-Rotary M-4 electric 
graph, described as a printing press for 
stencils. Instead of a perforated drum 
and liquid ink, the M-4 has two cylinders, 
an oscillating ink roller and uses heavy 
printers ink. This eliminates leaking ink, 
ink pads, inking with a brush, and ink 
stained hands and clothes. The M-4 can 
not leak. It is simple to operate and 


mimeo 


any office worker can instantly produce 
sharp, clean whenever needed. 
Other features include three-minute color 
change, accurate registration, automatic 
cut-off counter, three-way copy adjust- 
ment, automatic feed for any weight 
paper from tissue to cardboard and from 
post card to legal size. Styled by well 
known industrial designer Count Berna- 
dotte, the M-4 folds into its self-con- 
tained dustproof case to occupy no more 
space than a standard typewriter. The 
electric M-4 sells at $295 and the hand 
model is $220. For More Information 
Circle No. 122. 


copies 


TYPE-COMPOSING MACHINE 

Vari-Typer Corp., 720 Frelinghuysen 
Ave., Newark 12, N.J., makes the Model 
160 Vari-Typer, designed for increased 
ease of operation and longer machine 
life. Among its new features is the Lino- 
matic leading device which automatically 
inserts spaces between lines in printers’ 
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measures from 0 to 18 points. By use of 
a simple Dial Selector calibrated in half- 


point graduations, exacting typographic 


requirements are easily obtained. A re- 
verse action mechanism also permits the 
feed-back of paper to any de 
further improvement 


accurate 


sired position. A 


is the scientifically designed indicator 
that establishes precise alignment points 
permitting greater accuracy when pre 
paring copy for forms, columnar, tabular 
or justified margins. A light 
flashes on as the carriage nears the end 
of each line to indicate that the Vari- 
Typer is in process of calculating spaces 
to obtain right-hand margins. <A 
bell also rings when the copy limit for 
that line is about to be reached. Larger 
and sturdier, the Model 160 Vari-Typer 
provides extra front and 
rear of machine and is designed to give 
years 


signal 


even 


clearance in 


of superior type-composing per- 
formance. For More Information Circle 
No. 140. 


TELEPHONE 

North Electric Co., Galion, Ohio, an- 
nounces the Ericofon, designed and de- 
veloped by L. M. Ericsson Telephone Co. 
of Stockholm, Sweden. This one-piece 
desk or table model dial telephone is a 
departure from the conventional two- 
piece handset-pedestal combination. 
Standing 914” high, the Ericofon requires 
a minimum of space since the base meas- 
ures only 4%” by 3%”, less than half the 
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size of the standard telephone. Located 
in the underside of the base, the dial can 
be viewed and operated from the most 
convenient angle since it actually ‘‘ comes 
to the user’’ when the Ericofon is lifted 
for use, instead of the usual reaching for 
the dial. Dial numbers are located out- 
side the finger-holes for complete legibil- 
ity while dialing. The dial itself is quiet 
and smooth in operation. A Standswitch 
in the center of the dial performs the 
usual line-connecting operations. When 
the Ericofon is lifted, it is connected; 
when placed back on its base, it is dis- 
connected. The complete Ericofon weighs 
less than most handsets alone. The case 
is molded of a thermoplastic material 


noted for its high resistance to impact, 
scratches and stains, and is available in 
six colors: ivory, green, light gray, red, 
blue and dark gray. The receiver is per- 
manently sealed in the upper part of the 
case; the transmitter is located in the in- 
side lower front of the base; both posi- 
tions determined for efficient operation as 
well as for comfort and simplicity. Con- 
centration of components and parts in 
the base chassis reduces electrical con- 
nections to a minimum. Compared with a 
conventional telephone, the number of 
soldering points, terminal screws, wiring, 
ete., has been reduced nearly 50%. The 
combination of a straight and coiled cord 
eliminates cord strain and permits the 
Ericofon to be carried nearly seven feet 
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from its terminal, yet the straight cord 
section connected directly to the instru 
ment allows easy movement with no coils 
to catch on desk edges or sharp corners. 
The North Ericofon is available to indus 
try, and to subscribers of the nearly 5000 
Independent Telephone Companies 
throughout the U. S. For More Informa- 
tion Circle No. 115. 


PHOTOCOPIER 

Copease Corp., Box O-2, 270 Park 
Ave., New York 17, N. Y., announces the 
Copease Cameo photocopier which is de 
signed to take paper for both normal 
and brightest office lighting by simply 
flicking a switch. This is made possible 
by a new light exposure principle devel- 
oped by Copease. Designed especially for 
small office and departmental use, the 
Cameo is small and compact as well as 
light-proof. It can be placed on a type- 
writer stand or the corner of a desk and 
operates under any type of office light. 


A flick of a switch allows changing from 
standard paper for normal lighting con- 
ditions to paper for use directly 
under the strongest fluorescent lights. It 
makes perfect 
seconds of any original up to 844” wide 
and any length, in any ink, crayon or 
pencil, on any kind of paper, colored 
and opaque, or paper printed on both 


slow 


black-on-white copies in 





sides. 95% of all office copying can be 
done at a single dial setting. A slide-out 
tray developer to be changed 
quickly and neatly. For More Informa- 
tion Circle No. 119. 


allows 


SECRETARIAL POSTURE CHAIR 
Cramer Posture Chair Co., 1205 Char 
lotte, City 6, Mo., makes the 
Challenger Secretarial Posture Chair of 
Air-Flow with two-tone 
stery. Chairs have foam rubber cushions 
and finger-flick adjustments. A 
earefully machined spindle of Cramer’s 
said to 
provide 


Kansas 


design 


uphol 
easy, 


exclusive non-revolving 
better 


swivel 


type is 
and 
The 
undereoated for 
rolls quietly on 


‘seat’’ with use 


free, quiet action. massive, 


formed steel base is 


sound absorption, and 


ball bearing casters with rubber wheels. 


Resilient plastic bumpers on all feet 
eliminate any contact noise; protect foot- 
wear and furniture. The base itself is 
protected by smooth, stainless steel scuff 
plates. Seat may be raised or lowered; 
back may be raised, lowered, set forward 
or back, to fit any seated worker. Re- 
silient single upright of the back has 
enough spring to give comfortably with- 
out loss of correct support. Upholstery 
is easily removed and replaced when nec- 
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essary, by ordering the part number for 
each piece. Llustration shows the Mode] 
C-22 in two complementary colors of 
Naugahyde and other fabrics are avail- 
All metal parts 
finished in green, gray or brown heavy 


able in waterfall design. 


baked enamel with special finishes avail 
able on order. For More Information 


Circle No. 118. 


PORTABLE BLUEPRINT MACHINE 

Product Engineering Laboratories Co., 
314 Adams St., Newark 5, N.J., 
the portable 
only 5% lbs. and measures 18” long, 914” 


makes 
Pelprinter 60 which weighs 
wide and 4” deep. Operating by the dry 
vapor process, it reproduces any type of 
drawing or written matter up to 8%” x 
14”. The entire operation takes less than 


1% minutes at a cost of approximately 
sheet. Price of the complete 
sheets of 814” x 11” Pel 


f.o.b. destination. Contained 


le per copy 


unit with 25 


paper l 


S POU 


in a luggage-type, unbreakable plastic 


carrying case, the Pelprinter 60 requires 


only a 110-volt outlet for operation. It 
ean also be adapted for use in autos. 
For More Information Circle No. 124. 


ADDING MACHINES 

Facit, Inc., 404 Fourth Ave., New York 
16, N. Y., announces that automatic step- 
Over, a time-saving feature to increase 
and efficiency in adding machine 
operation, has been introduced as stand- 
ard throughout the Odhner adding ma 
chine line. Previously available as an 
feature on only the Odhner 


ease 


exclusive 
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automatic multiplier model, automatic 
stepover is now included in the lower 
priced non-auto multiplier at no extra 
cost. The stepover function greatly fa- 
cilitates multiplication operations on the 
adding machine by eliminating the neces- 
sity for the manual setting of zeros when 
moving from one column to the next, 
thereby reducing the margin of error and 
simplifying machine operation. Precision 
manufactured in Sweden of high-grade 
Swedish milled steel, the 10-key Odhner 
is designed for 100% accurate touch op- 
eration. Major operational functions of 
add, subtotal, total and subtract are gov- 
erned by just two bars, located to the 
right of the number keys to provide a 
minimum of hand travel. The Odhner 
machines are built in three main sections, 
enabling removal of one section for clean- 
ing or repairs without having to take 
the entire machine apart. For More In- 
formation Circle No, 113. 


COFFEE VENDER 
Vendo Co., 7400 East 12th St., Kansas 
City 26, Mo., makes a coffee vender which 
uses vacuum-packed cans of coffee for 


on-the-spot brewing. The 900-cup self- 
brew vender uses infusion brewing to 
make coffee from vacuum-sealed quarter- 


pound cans of regular grind coffee, the 
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cans serving as disposable brewing cham- 
bers within the machine. When machine 
is activated, a can is automatically punc- 
tured at both ends and jets of hot water 
are forced through under pressure. The 
coffee itself filter, and the 
grounds remain in the throw-away can 
for easy, sanitary disposal. Both can and 
nearly-dry grounds drop into a waste re- 
ceptacle. Machine holds 54 cans, each of 
which produces around 16 cups of coffee. 
By making coffee in small amounts at a 
time, the on-the-spot operation keeps it 
fresh and flavorful. The customer presses 
a button to select the other ingredients 
with five choices: black, with cream, with 
sugar, with cream and sugar, or with 
double sugar and cream. Hot chocolate 
also may be purchased through the ma 
chine. This rounds out Vendo’s line of 
food merchandising equipment which in 
cludes machines serving complete meals 
from nuts, milk and ice cream 
venders and equipment for bottled bev 
For More Information Circle No. 


acts as a 


soup to 


erages. 


120. 


PORTABLE DICTATING MACHINE 

Peirce Dictation Systems, Inc., 5900 
Northwest Highway, Chicago 31, IIl., 
makes the Peirce Secretary, a book-size, 


414 lb. dictation machine that operates 
on two self-contained batteries, as well 
as on Office, car, train, plane, and home 
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The 


features of 


current. 
ance 


convenience 
office 
engineered 
that 
electrical 


and perform 
dictation 
this 
works 


units 


have been into all-tran 


sistor portable 
with or without 


Peirce Secretary 


anywhere, 
outlet. The 
is a complete dictation 
unit incorporating instant play-back and 
review at any dictation point as often 
as desired; full context listening witl 
end-of-letter and instruction marking on 
index slip. The Peirce Mylar magnetic 
belt holds 15 minutes of dictation 
is transcribed on standard units. 
Belts may be mailed in ordinary enve 
lopes, filed or reused thousands of times. 
The Secretary 
complete 


and 


office 


has printed circuits and 
input-output control. 


A dynamic, close-talking microphone in 


volume 


sures clear voice pick-up and safeguards 
privacy of dictator’s message. 
to-talk 
control 


A press 
and press-to-listen microphone 
actuates the motor immediately, 
eliminating warm up time and extending 
battery life. A light indicates when the 
machine is running and when batteries 
need replacement. It 


where with or 


ean be used any 


without a power outlet 
and operated from a carrying case. In 
corporating the magnetic, automatic 
erase dictation system, the Peirce Secre 
tary 
The wipes 
out misstatements and inserts corrections 
or changes. For More Information Circle 
No. 107. 


insures clear, errorless dictation. 


user’s voice simultaneously 


EDGE-PUNCHED CARDS 
Business Inc., West Hartford, 
Conn., designs and manufactures Needle- 
Sort edge-punched cards in a wide range 


Forms, 


of standard and special sizes for fast 
manual and Many 
businesses can use this system to statisti- 


sorting classifying. 
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cally analyze data on permanent records 
as well as to process records for opera 
tional analyses of costs, sales, payrolls, 
ete. This firm has developed high speed 
machinery for economical production of 
their 
planishing process insures easy 
of ecards to 


edge-punched cards and special 
slipping 
operations. 


Cards can be supplied either for new sys 


speed sorting 
tems or to replenish existing installa 
tions. For free 
Circle No. 101. 


samples and literature, 


OFFICE INCINERATOR 
Brule Incinerator 
7 S. Dearborn St., Chicago 5, IIl., 
the Model M-2 Incinerator 
tor destroying daily office debris such as 


Corp., Dept. OFF, 
4( 


makes Brule 


incoming mail envelopes, washroom resi 


due, cafeteria scraps and old records. 


Burning this material within the office 
building saves the expense of having it 
The Brule M-2 
incinerator is 22” wide, 34” deep and 41” 
high. It takes 414 bushels at one loading 
and burns 40 hour. It can be 
installed by any local heating and plumb 
ing contractor. 


picked up for disposal. 


lbs. an 


Price, ready to operate, 


about $519. It uses about $1-2 in gas a 


month. For More Information Circle No. 


130. 
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DUPLICATING STENCIL 
Frankel Mfg. Co., 285 Rio Grande 
Blvd., Denver 23, Colo., has perfected 
completely statie-free stencil 


a 
designed 
especially for Gestetner and similar du 
plicating machines. Marketed under 


Frankel’s Klean-Write label, the non 
static stencils are available with or with- 
out film topsheets in glare-proof colors: 


blue, green, bronze and white. For More 
Information Circle No. 108. 


LETTERING SET 


Alvin & Co., Windsor, Conn., announces 
the Tech-Graph lettering set for drawing 


capital and lower case letters and numer- 
als in five heights: %”, 3/32”, 3/16”, 


» 0/06 


44” and 5/32”. Vertical and italic char 
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acters are easily drawn. Set consists of 
a 15” non-slipping guide holder, an ad- 
justable scriber and template scriber 
guide, nickeled reservoir ink retaine! 
with quickly cleaned inking points for 
heavy, medium and fine lettering; inter- 
changeable lead holder for standard re 
fill drawing leads, extra leads and Finger 
ip Lead Pointer —all in an attractive 
box. Tech-Graph operation is easy and 
automatic for uniform lettering on du 
plicating masters, maps, charts, price 
tickets, ete. Larger scribers are available 
for making letters in various heights of 
from 5/16” to 1”. For More Information 
Circle No. 125. 


BLUEPRINT FILE 


Seott-Riece Co., 610 S. Main St., Tulsa 
Okla., makes the MT4 metal map and 


blueprint file with locking doors, in 


a 
sunshine colors to match other 


equipment: desert sage, mist 


green, autumn haze, silver gray, brown 


and charcoal. Other colors to match sub 
mitted color samples are available on re 
quest. All files feature a card file control 
for locating any filed map or 
patented tilting base to 
filed items to 60” and a 


print, a 
accommodate 
storage shelf. 
For More Information Circle No. 116. 





CASH REGISTER protects money when register is unat 
Vietor Adding Machine Co., 3900 N. tended. A lock keeps grand total figures 
Rockwell St., Chicago 18, Ill., makes the confidential. By inserting a key, mana 
Duo-Matie Reeceipt-Issuing Cash Register, ger may obtain a subtotal of day’s re 
their line of low-priced com ceipts whenever desired. At day’s end, 
“ash register adding machine by turning key in opposite direction he 
ables store manager to offer s able to check total receipts. Capacity 
customers itemized tape with purchases of the Victor Duo-Matie Receipt-Issuing 
and provide himself with a permanent Cash Register is adequate for all grocery 
record of sales. Using no-carbon-required store operations. It rings up $999.99 in 
as a tear-off tape cash sales; has a cash receipts total of 
r the custo ; the second copy as a $9,999.99 and permits miscellaneous addi 
complete and permanent record of all tion totals up to $99,999.99. Machines 
transactions. Machin ' ig cevs for are styled in the modern manner and 
: equipped for rugged wear with sturdy 
green fiberglass cases. For More Infor- 

mation Circle No. 128. 


BLUEPRINT SAFE FILE 
lwestern Sales Corp., 419 Lemcke 
Indianapolis 4, Ind., announces 
Commando fireproof and burgla 
proof blueprint file expressly designed fo1 
the defense industry to provide security 
for storing classified original tracings, 
ans and blueprints so that they may b« 


enforced designation of clerks or 


partments, and eight control ; to 
classify all types of transactions. For 
example, charge purchases, cash paid out 
items, sums received on account and sales 
tax are readily identified on tape. | 


can be operated as an adding machine 
at any time without affecting the grand n the plant where they are most 


total registered in the eash register. needed. The standard Commando cabinet 


~ 


When either add or charge key is de has a Yale key lock on the second drawer 


pressed, it remains operative until a total which locks all five drawers four ways. 


s taken. These safety features prevent Instead of the key lock, a manipulation 


rator from entering charge and proof combination lock is optional equip 


lition figures into day’s cas] ment and is used on files now being de 
by mistake. Like all Duo livered on government orders. Units ean 
atic units, the Receipt-Issuing mode be made with two, three, four and five 


ffers double protection for funds and lrawers, each of which will hold sheets 


fivures. A separate cash drawer lock up to 42” x 31”. Each drawer is equipped 
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REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet sells at half the price of 
other electric mimeographs. 


M.4 Electric $295. +FET 


m-4 Hana $220. +FET 


en / No Dirty Hands 


_¢’K@curate Registration Pe , 
4 \ R : 


Automatic inking -* ‘ie. 


Printing Area 8" x 14" / 


/ 3-Minute Color Change 


{Automatic Counter é , 
Printing Press Quality 


€lectric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 


Please send complete information on the revolutionary new BDC Rex-Rotary M-4 





Name Company 





Address— __ City 








For More Information Circle No. 197 
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““Success”’ stories of 
how xerography is 
saving these com- 
panies $6,000 to 
$250,000 a year! 


YOUR company, too, can cut duplicating 
costs and speed paperwork 


with XEROGRAPHY 


THE DRY, ELECTROSTATIC COPYING PROCESS 


All types of companies are SAVING TIME, AND FROM $6,000 To 
$250,000 YEARLY, using x¢ rography to copy onto masters fo1 
duplicating. Case histories on the use of xerography in busi- 
ness, industry and government are shown on this page. These 
are only a few of the many “proof-of-performance” folders 
available to show you how others are speeding paperwork and 
cutting duplicating costs 

Perhaps, many of these companies had paperwork problems 
similar to yours. The uses for xerography are endless and vary 
with the business, industry or government items to be copied: 
Price Lists, Directories, Progressive Reports, Production 
Orders, Engineering Drawings, Instruction Manuals, Charts, 
Catalogs, Sales Bulletins, Internal Forms, and other paper- 
work where there is a need for one or thousands of copies. 
XEROGRAPHY SAVES TIME: One company does, in 10 minutes, 
what formerly took 2 days! XEROGRAPHY SAVES MONEY: One 
company reports saving $5.91 a plate by copying onto pape 
masters by xerography 


WRIT, for ‘proof-of-performance”’ folders showing how xerography speeds paper- 
work and cuts duplicating costs for companies in your field. No obligation. 


THE HALOID COMPANY 


57-92X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE} 
The fastest, cheapest, most versatile way to make masters for duplicating 


For More Information Circle No. 165 


THE Orrice—February, 1957 





with thumb latches and operates smooth 
ly on ball bearing rollers. Rear hood and 
front lift compressor protect drawer con- 
tents. Units can be stacked to any de- 
sired height. Outside dimensions of five 
drawer unit are 46%” wide, 34” high, 
38144” deep. Base may be equipped with 
easters. Commando cabinets bear the 
Class C One-Hour Label of the North 
American Safe Manufacturers Assn. For 
More Information Circle No, 117. 


CARPET PROTECTOR 

Gering Products, Ine., North 7th St. 
& Monroe Ave., Kenilworth, N. J., makes 
Ger-Mat, a translucent, corrugated poly 
ethylene carpet protector. This practical 
ly indestructible material will withstand 
severe wear and is not affected by oil, 
grease, chemicals, paint or dirt. It can 
be easily cleaned by wiping with a damp eutting to any desired length. In addition 
cloth, is extremely light in weight, very to its use on floors, Ger-Mat makes an 
flexible, and can be rolled easily and excellent shelf-liner and counter protec 
stored if desired. Ger-Mat is 30” wide tor. Economically priced. For More In- 
and comes in 50-ft. and 100-ft. rolls for formation Circle No. 131. 


NOW YOU CAN CUT COSTS “40% 


cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

Oe ee left). Send in your order to- 

“SHEP oslo TRI-MOL Mol + densa 
leton cover (as shown) onto roller. information. 


STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 

















DEALERS AND DISTRIBUTORS INQUIRIES INVITED 
For More Information Circle No. 328 
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PERMANENT FILE FOLDER 

Div., SuperVision, 
Inc., 735 Carnegie Ave., Cleveland 15, 
Ohio, makes the patented SuperVision 
500 File Folder with built-in color sig 
nals and removable, easy-to-type idenii- 
fication The heavy duty manila, 


Business Systems 


eard. 


standard size (9” x 1134”) folder is re- 
usable over and over. To change files, 
only contents need be removed and a 
new name card typed. Red, blue, yellow 
black 
and can be used to show time, place, cus 
ete. Addi 


ean be used for 


and signals fit into die-cut slots 


importance, rating, 
slotted pocket 
special signals. Necessitates no 


tomer 
tional 
radical 
change from present system. Name and 
signal are easily seen. For More Informa- 
tion Circle No. 121. 


MONEY CHEST 

Diebold, Ine., 910 Mulberry Rd., S.E., 
Canton 2, Ohio, makes the low-cost Tri- 
Bolt Money Chest, designed for hori- 
zontal or vertical installation, which can 
be purchased cased or unencased. Inner 
partition with a two-key lock 
door are also available to provide holdup 
protection. The Tri-Bolt provides a three- 
bolt locking mechanism with 
Underwriters Laboratories’ Approved 
Relocking Device which deadlocks all 
bolts when the lock spindle is driven. 


models 


positive 


154 


The three tumbler, hand changing com 
bination lock is capable of many thou- 
sands of changes. Ideal for floor or wall 
mountings in stations, 
restaurants, etc., the Tri-Bolt 
money by qualifying for Class E Burg- 
lary Insurance with a 10% additional 


service stores, 


saves 


Dene 


TRI-BOLT 
MONEY CHEST 


; Centre 2. Ohi 
discount for the relocking device. Small 
businesses, due to the lack of protective 
equipment and locations, are always a 
source for burglaries. Diebold’s large 
capacity Tri-Bolt should serve as a de 
terrent against these rising theft at- 
tempts. For illustrated literature, Circle 
No, 145. 


REVERSING PAPER 

Filmotype Corp., 7500 McCormick 
Blvd., Skokie, Ill., has developed a Re- 
versing B sensitized paper for making 
reverse prints of Filmotype lettering. 
The paper’s emulsion coating is inside 
rather than on the and it 
tures light-passing ability and high image 
density. Reverse prints in same size can 
be obtained by setting Filmotype copy on 


outside fea- 


any kind of sensitized paper and insert 
ing this copy and a strip of Reversing B 
into the Filmotype printing stick. The 
is completed after a brief ex 
posure to light. Lithographers and pho- 


reverse 


THE OFFICE 
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a, 


every carbon copy you make 


is clear, sharp, 
and fade-proof? 


Only 5/100 of a cent per copy! That’s 
all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 
cent for a record copy you can be sure 
of every time. 

Dawn carbon copies have the sharpness 
of originals. They are clearer, cleaner, 
easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


FREE SAMPLE KIT 


Send for your free samples of Dawn. 
Kit includes table of weights and 
finishes of carbon paper, helpful 
hints for secretaries. Mail this 


Firm 
Address..... 
coupon today. City 


ie) NON-CURL CARBON PAPER — 


Just as important: non-curl Dawn 
handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 


* Registered 


Old Town, Dept. 0-27, 345 Madison Ave., New York 17 


Name. 


State. 


My typewriter is [) standard [) noiseless [1 electric. 


- 


I usually make [() 1-4 copies [() 3-6 copies (1) over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 


For More Information Circle No. 279 
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THE ELECTRONIC COPIER 


is ONE machine 
that solves THREE 


office problems! 
prepares 
offset paper plates 
cuts 
mimeograph stencils 
makes 
single positive copies 
Push button simplicity requires no skill in its 


operation—operates and shuts off automatically. 
FAST—LOW COST-— ACCURATE 


Come see us at BOOTH 34 


at the Southern California Business Show, 
Ambassador Hotel, Los Angeles, Feb. 19-22. 


at BOOTH 43 at the OMAC Show, 
Conrad Hilton Hotel, Chicago, March | 1-14. 


Write for STENAFAX brochure 


TIMES FACSIMILE CORPORATION 


Stenafax Div., 540 W. 58th St, N. Y. 19 
For More Information Circle No. 331 
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| toengravers can use Reversing B to shoot 


reverse prints on film instead of paper. 
Results are ideal for producing deep etch 
silk photo and 
reproduction on diazo machines. For 
More Information Circle No. 146. 


plates, screen stencils 


FIXTURE 
HANGER 


Edwin F. Guth Co., 
2615 Washington 
Blvd., St. Louis 3, 
Mo., makes the Guth 
Micro-Hanger 
fluorescent lighting 
fixtures 
tures micromatic ver 


for 
which fea 
tical adjustments up 
to 1” up or down. A 


twist of the 
positively aligns and 


stem 


levels fixtures in con 
tinuous rows or in in- 
dividual unit installa 
tions. The Micro-Hanger includes a ball 
socket for flexible any 
direction, on ceilings up to 40° slope. 


mounting, in 


Refined, eustom curved canopy and extra 
slim, 44” hanger stem complement any 
fixture. Available in six different lengths 
Constructed of 20-gauge, zine coated and 
bonderized steel for dependable service, 
finished in Silvan. Micro-Hangers install 
quickly, easily and securely, eliminating 
on-the-job installation worries. For More 
Information Circle No. 104. 


ACCRUAL VERIFIER 

Wiedeman & Co., Box 7121, Aina Haina 
Station, Honolulu, Hawaii, announces the 
Accountant’s Slave which was created by 
a CPA to save auditor’s time in verify- 
ing computations for accrual of income 
and expense items, and amortization of 
The Slave 


factor to apply 


decimal 
a balance to ob 
the accrued or deferred amount of 
expense. The expired or un 
expired portion of an asset also is in- 


assets. shows the 
against 
tain 


income or 
stantly obtained. No need to count days, 


weeks or months in a given period. It 
promotes accuracy when figuring depreci- 
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A flip of the switch ...a press of the button... 


00K, VO HAVOS 


Auto-typist eliminates routine typing and dictation . . . by automation 


Auto-typist brings you office automation! It’s 
the fastest, most accurate way to handle all 
repetitive correspondence. .. and it’s true that 
well over half of general office correspondence 
is routine, or follows a standard form. Sales 
letters, order acknowledgments, answers to 
inquiries, collection letters, just to name a few, 
can be handled efficiently and economically 
by Auto-typist. Any of your girls can turn out 
125 letters a day with an Auto-typist — 3 to 4 
times normal manual typing output. Any 
standard office typewriter can be converted 
into an automatic typing machine — and one 
average typist can operate as many 
as four Auto-typists. 

How Auto-typist works .. . Care- 
fully prepared letters or paragraphs 
are perforated on a paper roll which 
operates the typewriter keys Reig 
similar to a player-piano roll. Twenty 


or thirty complete letters can be included, or 
a series of paragraphs which can be combined 
to make up many letters. 

Salutations are manually typed, then, by 
merely pushing the numbered button or but- 
tons that correspond to the letter or paragraphs 
desired, Auto-typist automatically picks out the 
letter, or assembles the paragraphs in proper 
order, and types it perfectly! Manual inser- 
tions can also be made at any point desired, 

The Auto-typist method pee * perfect 
push-button method of typing automatically 

. offers definite savings to every cost- 


conscious organization. Write for free booklet. 


INU Oates IBGE 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. © MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
For More Information Circle No. 161 





Write for FREE 28-Page Booklet 


“THE INSIDE STORY OF 
TEMPORARY HELP.” 


Albuquerque 
Allentown 
Atlanta 
Baltimore 
Boston 

Bronx 
Brooklyn 
Buffalo 
Charlotte 
Chicago 
Cincinnati 
Cleveland 
Columbus 
Dallas 
Dayton 
Denver 

Des Moines 
Detroit 

East St. Louis 


Evanston 
Fresno 
Grand Rapids 
Greensboro 
Hammond 
Hartford 
Houston 
Indianapolis 
Jacksonville 
Jersey City 
Kenosha 
los Angeles 
Louisville 
Manchester 
\waukee 
M neapolis 
New ark 
New Haven 
New Orleans 
New York 


WHEN WORK 
PILES UP. IN 
YOUR OFFICE 


CALL 


MANPOWER, INC. 


FOR 


TEMPORARY 
HELP 
typists - stenos 
office workers 


Use our employees as long as you 
need them at low hourly rates. 


manpower, inc. 


Home Office: 820 N. Plankinton Ave., Milwaukee 


Niagara Falls 
Oakland 
Omaha 
Paterson 
Philadelphia 
Pittsburgh 
Portland 
Providence 
Racine 
Richmond 
Rochester 
Rockford 

St. Louis 

St. Paul 

Salt Lake City 
Son Diego 
San Francisco 
San Jose 
Seattle 
Sherman Ooks 


For More Information Circle No. 200 


THI 


South Bend 
Springfield 
Syracuse 

Tacoma 

Toledo 

Tucson 
Washington, D. C. 
Waterbury 
Waukesha 

White Plains 
Wichita 
Wilmington 
Worcester 
Havana, Cuba 
Johannesburg, S. A. 
London, England 
Paris, France 
Montreal, Canada 
Toronto, Canada 
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ation, insuranee, interest, ete. Made of 
020 laminated white vinyl plastic, 814” x 
11”, the Slave contains decimal factor 
scales for total life periods of 1-10, 15, 
20, 25 (other periods easily ob 
tained by interpolation); number of days 
seale; calendar for 12 different 
fiscal years (upper scale for unexpired 
amounts, lower scale for expired or ac 
crued amounts). Complete instructions 
printed on reverse side. Price $3 postage 
paid. For More Information Circle No. 
110. 


years 


scales 


TYPEWRITER SHELF 
Haskell of Pittsburgh, 303 E. Carson 
St., Pittsburgh, Pa., makes a shelf which 
converts any Haskell desk into a typing 
or secretarial desk. The shelf is made of 
heavy office steel and strong enough for 
all portable office machines. The table 


Se RET EN tine 


portion rests on one leg and a drawer at 
the other end replaces the desk’s top 
drawer. No tools are required to install 
it. Reversible for use at either left or 
right side of desk. Made in Haskell gray, 
mallard gray, seafoam green, dark green 
and burnt amber. For More Information 
Circle No. 111. 


LINE HOLE REGISTERS 

Tag & Salesbook Co., Ennis, 
Texas, makes a new line of registers for 
line hole punched register forms. This 
product is in addition to the registers 
regularly carried in stock and listed in 
the Ennis catalog. The LH Model is the 


Ennis 
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ENCO ~Lumslr 


THE ORIGINATORS 
SENSITIZED OFFSET 


OF 
PLATES 


make this special 


DOLLA 


PRE 


IN YOUR 
~ POCKET 


It's double-barrelled — you can’t lose. 
Send us a dollar — we will mail postpaid, 
four plates (duplicator sizes up to 10 x 
16) plus free developer. If you don’t agree 
that they are the fastest, easiest to handle 
plates, your dollar will be refunded with- 
out question. The trial package contains a 
coupon worth $1.00 that can be used to- 
ward the purchase of a regular package 
of “Pacemaster” plates from an Enco 
dealer. You get your money back either 
way. Try them TODAY! 


“OFFER EXPIRES OCT. 1, 1957 


—_ 
fob Auk eo) ro h d ~ee ea 
: C1LPPOt Leer. SHON. O88 
(ern. fi~a20 7 ae 2) a > 
Enclosed $1.00 (check, cash, M.O.) — Send Enco 
| “Pocemoster’ os per offer in sizes shown below. 
Slotted 
Pinbor 


Stroight 


Joress | 
| Send information on larger plotes | 


Size Punching 
Send literature on Enco plotes 

[wame 
rae 

ADDRESS | 


ZONE STATE 





For More Information Circle No. 283 
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same as the EL 
that the LH 
forms only. 


Model register, except 

is for line hole punched 
The price is the same. A 
wide range of sizes includes widths of 
45/16”, 5%”, 64%” and 816”; with 
width available in lengths of 5%”, 6”, 
644”, 7" and 814”. For More Information 
Circle No. 156. 


PAPER CUTTER 

Visual Aids Institute, Box 368, Wood- 
land Hills 5, Calif., announces the Zeus 
Roleut Paper Cutter 
sharpening wheel-blade made of surgical 
steel. It both ways, either fo 
ward or backward, as it 
I-beam track and 
The wheel-blade 


east 


ach 


which uses a self 
rotates 
travels on an 
will even eut circles. 
itself is enclosed in a 
aluminum carriage making it im- 
possible to cut or pinch the fingers. Rol- 
fast trim- 
acetate, chipboard 


safe, and aceurate in 
ming paper, 


and corrugated stock. Ideal for cutting 


eut is 
vinyl, 
masks, 


forms, photocopies, negatives, 


overlays, proofs, photos, and for match- 








ing maps, ete. Its %4”-thick baseboard 


is ruled in 44” grid lines which are pre 
cision aligned with an etched metal rule 
Roleut is light in weight 
and with cutting 
lengths of 12”, 18”, 24”, 30”, 36” and 42”. 


$48. 


and paper stop. 
available in six sizes 
Custom 


For More 


Prices range from $24 to 


made on order. 


Information Circle No. 147. 


sizes to 96” 

















‘CALCULATING MACHINES 


For More Information Circle No. 286 
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Lustrous WI OOD - SIRALBS 


Plastic Chair Mat Matches Furnishings 


MASO-MAT .. . the most beauti- 
ful chair mat ever designed! 


Here at last is a chair mat 

to blend perfectly with furniture 
and carpeting in your modern 
office — to protect expensive rugs 
without detracting from office 
appearances. In the past the 
effect of beautiful design or ex- 
pensive furnishings was often 
marred by shabby or ill-matching 
mats. Today’s plastic Maso-Mat 
comes in four rich decorator 
colors — Walnut, Driftwood 
Gray, Mist Green, and Desert 
Sage (beige). The tough surface 
gives long wear while retaining 
its gloss and beauty, and is 
impervious to cigarettes, ink, 
water, etc. Plastic Maso-Mats 
won’t warp, won’t creep, won’t 
chip or peel, and come in 
secretarial and executive sizes. 
Fully guaranteed. 


FREE MINIATURE SAMPLES 


MASO 


STEEL PRODUCTS, INC. 
53 W. Jackson 
Chicago 4, Ill. 











MASO STEEL PRODUCTS, INC. 

53 W. Jackson, Room 963, Chicago 4, Ill. 

Please send me FREE miniature samples and further infor. 
mation on the new plastic Maso-Mat. 


NAME___ 





TITLE 
COMPANY 
ADDRESS 











(city (zone) ~ state) 
For More Information Circle No. 224 





PAPER TOWEL 

Seott Paper Co.. 
the UHA (ultra high No. 
151, a C-fold paper with high 
moisture absorbency which replaces the 
No. 15 
The new 
cloth to 


use. 


Pa., 


absorbency 


Chester, makes 


towel 


Scot Tissue towel at no increase 


in price. towel’s surface re 


sembles eomfort and 
Its embossed, stippled 
face produces greater porosity, bulk 
thickness. This extra bulk more 
comfortable and the higher absorbency 
allows only one towel to dry both hands, 
in most instances. Because the 
is all-white and odorless, it can 
on the without 
ditional chemicals in 
wet 


suggest 
invite sur 


feels 


towel 
be used 
Ad 
have 
that 


face discomfort. 
the paper 


increased its strength so 


towels can be used for wiping or rub- 
bing without The towel 
not lint when 
over beard stubble. No. 
Towels measure 10 7/16” x 
150 to a eardboard sleeve, 
cabinets now in use. For 
mation Circle No. 143. 


tearing. will 
unsightly 


Scott 


used 
151 UHA 
14”, pack 


deposit 


and fit 
More Infor- 


aged 


CARD FILE INDEXER 

426 8S. Clinton 
the Aico 
speed up 


i as 


Chicago 7, 


Aigner Co., St.. 
Self 
the 
standard 
into the transparent 


makes 
Indexer to mplify and 


indexing of Any 


eard 
} 


sized ecard slipped 


162 


7 


plastic Self-Indexer 


guide at guide height, standing 34” above 


produces an index 


the ordinary card. Any card in any ecard 
into a 
guide. The double lip at the 
and the slot at the bottom of the 
Self-Indexer holds the card seeurely and 
permits entries to be made on the ecard 
without removing the Self-Indexer. An 


file can be instantly transformed 


ecard index 


top 


TIME—LABOR—MATERIALS 
ao 5 








entire card file can be indexed without 
using the ordinary card guides, and the 
indexing can be easily changed as de- 
assuring complete flexibility and 
economy. The heavy gauge plastic won’t 


chip, erack, 


sired 


tear nor split and will out 
last most ordinary index guide mate 
protect the card from 
The Aico Self-Indexer 
four standard 
5” x 3”, 6” x 4”, 8” x 5” and tabulating 
ecard size, 734” x 3%”. Special sizes can 
card For infor- 
mation and free sample, Circle No. 112. 


rials, as well as 


handling abuses. 


is available in sizes: 


be made for any size. 


GROWTH PROJECTOR 
Eddy-Rucker-Nickels Co., 4 Brattle St., 
Mass., makes the Eco 
Projector to 1970, a long 


guide 


Cambridge 38, 
nomic Growth 
business 
the 


of ten key economic 


range planning which 


shows projected increase each year 
growth factors. In 
population, national 
product, industrial stocks, factory out 
put, hourly wage and wholesale 


prices. It also shows the mathematically 


cluded are gross 


rates 


For More Information Gircle No. 395—>» 





IT’S 


HYPNOTIC 


fast, efficient Macey Collator 
creates automation that pays for itself! 


@ Imagine! Up to 32,000 sheets per hour 
gathered on an 8-station Macey. 100% 
accuracy with stock from onionskin paper 
to %"’ masonite board. Folded sheets, sig- 
natures, stocks of varying weights and sizes, 
all can be gathered at one time. 16 models 
to choose from, handling sheet sizes from 
2x 5” to 12 x 17” or larger. 

Macey users have paid for their machines 


in less than a year with savings from reduced 
collating costs. Undoubtedly Macey can 
mechanize your gathering operation, too. 

We’ve compiled six case histories of 
typical installations in widely varying in- 
dustries to illustrate the amazing Macey 
versatility. Send for this factual brochure 
and read about one of the big steps for- 
ward in office automation. 


Why not get the facts? ’ HARRIS-SEYBOLD COMPANY 


Sixtopcompaniestell how, 4510 East 71st Street 


why and where they save Cleveland 5, Ohio 
money with the Macey. 
Send the card for their 


factual case histories. Please send the Macey case histories. 


\'d like a Macey specialist to call and discuss 
our collating problems. 


Mr 
Miss 
Mrs. 


Company 


Address 


City 


State 








Macey Collator frees 8 girls for regular work 


One semi-skilled operator and the Macey 
Collator can gather more material than 
eight trained operators. 

Insurance companies, airlines, utilities, 
retail operations, banks and scores of other 
Macey users have proved that efficiency 
like this pays for initial cost in a hurry. 

Keeps on paying dividends, too, with 
benefits like: no smeared, torn or missing 
sheets; no missed deadlines; overtime elimi- 
nated or drastically reduced; trained, ex- 
pensive office employees kept at their regular 
work full time; centralized control of collat- 
ing quality and costs; simple, easy main- 
tenance on a rugged machine. 

Best of all—from the personnel point of 


view—employees are freed from the tedious 
drudgery of hand collating. 

Recently, a cross section of Macey in- 
stallations was surveyed. We discovered 
ingenious new uses for the collator along 
with many enthusiastic boosters for auto- 
matic collating. 

We'd like you to read—in their own 
words—how six representative companies 
save money with the Macey. Send the card 
and we'll mail these brief, factual case 
histories. 


-SEYBOLD 
crUn HARRIS 
| COMPANY | 4510 East 7ist Street, Cleveland 5, Ohio 






Read, in their own words, 

Postage No what Macey users tell-us 

Postage Stamp about how quickly and 

Necessary if easily the Macey solved 

Pt MailedinU.S.A their gathering problems. 
Addressee Send the card today. 










BUSINESS REPLY CARD 


First Class Permit No. 338, Cleveland, Ohio 


HARRIS-SEYBOLD COMPANY 
4510 East Vist Street 
Cleveland 5, Ohio 


computed long-term percentage growth 


rate of each key factor, with the results 
each of the 


»” td) 


size, o x - & 


computed out to next 15 
Pocket 
in laminated plastic, $1 


For More Information 


years, two colors 
postpaid, 


No. 149. 


each 
Circle 


PERSONAL FILE 
Amberg File & Index Co., 1637 
makes the No. 850 


Personal File of extra-heavy 


Duane 
Blvd., Kankakee, Il., 
construction 
Its ense of binders’ 
new latex- 


resistS mois 


and large capacity. 
with a 
that 
ture. There are four filing compartments: 


board is eovered 


mpregnated material 
one standard letter size and three smaller 


ones for cancelled checks, insurance 


The han 
dle is clear molded plastic, and the latch 


policies, No. 10 envelopes, ete, 


a new heavy-duty snap type. Ineludes 
eight file folders ruled for record keep 
ing, nine guides for the smaller compart- 
The 
linen-like finish comes in sand, cinnamon 
size is 10%” high, 
Price is $3.90 


More Informa- 


ments and 84 gummed title labels. 
and gray. Overall 
1314” wide, and 8” 
(west coast, $4.65). 
tion Circle No. 123. 


deep. 


For 


«<—For More Information Circle No. 395 














REPRODUCING BALLPOINT 
Samuel Taubman & Co., 176 Madison 
Ave., New York, 16, N. Y., announces a 


gelatinized black india ink which can be 


used in a ball point The ink is 
indelible, waterproof, instant drying; it 
won’t Perfect 
opacity for reproducing and duplicating 
on dry or moist developing and duplicat 
point 


pen. 


smear, run or eorrode. 


stencil-like 
of diazo 


ing machines. Pen’s 


writes directly on all types 


sensitized facsimile papers. It will write 
on all direct paper 
and will reproduce immediately (without 
photography) on any offset press. Pen 
retails for $1.15; refill for 50ce. For More 


Information Circle No. 127. 


plates 


image offset 


SWIVEL STOOL 
A & A Mfg. Co., Warsaw, Ind., 


the Swivlstool allows a 


makes 
seated 
without 


which 
worker to cover an area of 5 ft. 


rising. Seated worker can be always in 


front of his or her work and the stool, 
which is available with or without back 
rest, provides daylong comfort for per 
sons of any size and weight. For More 
Information Circle No. 148. 





Attractive 
Safety 


THE CONSOLETT 











Electric typewriters, comput- 
ers and other valuable office 
machines are super-safe on 
the sturdy, heavy-duty Con- 
solett stand. Operators like its 
roomy top, enclosed privacy, 
easy mobility without balking 
and the way it anchors on 
four rubber feet at the touch 
of a toe. 

Check your office require- 
ments and write for prices and 
literature. 





Matching 
two-shelf cabinet 
also available 


SOME 


DEALERSHIPS 
OPEN 





STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road ® 
For More Information Circle No. 280 


164 


Menomonee Falls, Wis. 


IN-OUT BOARD 
3ernay Products Co., 412 8. Wells St., 


Chicago 7, Ill., announces an In-Out 


3oard which retails for only $1.50. It 


instantly indicates who is in, who is out, 


and when they are expected back, with 
|space for 12 names and easy sliding tabs. 
|The board can be set on a desk or hung 
on the wall, and is available in decorator 
colors. For More Information Circle No 
150. 


JUSTIFYING TYPING PAPER 

Fototype, Inc., 1420 Roscoe St., Chi 
eago 13, Ill., makes Justi-Type Stretch 
able Paper which allows a typist to pre- 
pare typing with justified right-hand 
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CUT 
PAPER HANDLING 
COSTS with 


TKWIK 


The modern, easy way to 


SORT, COUNT, FILE 


Now you can reduce the high cost of paper 

SN handling. ee og find vom oper- 

ators can do the job much faster and easier 

FASTER POSTING Clerical costs go down—clerical production goes 


"Gosselin and stainless, SoRTKWIK creates 
an invisible. tacky film on the fingers and speed 
of paper handling is limited only by the dexter- 
ity of the operator. 

2 = Recommended by dermatologists, SorTKWIK 
, is a: geen + a ye eliminates irri- 
tation 0 sy r > sanitary 
FASTER COLLATING pce so clumsy rubber fingers or unsanitary 
Used by thousands in banks, insurance com- 
panies, department stores and general offices 
throughout the country. 


@ Just rub SorTEWIK thoroughly between 
thumb and forefinger until dry. One application 
is long lasting 


SS 


ASK YOUR STATIONER 
FOR SORTKWIK OR 


ee 
nee 


Se 


LEE PRODUCTS COMPANY 


DEPT. 0-2, 2736 Lyndale Ave. So. ¢ Mpls. 8, Minn. 


Company__ a 
(_] Please send me 2 regular size containers for 
$1.00 postpaid. Street 
(_] I would like additional quantities @ 50c 
each, I enclose$__._._. City 





For More Information Circle No. 275 
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" SAFE TRAVEL 
Gacklt-Tu POCKET 


carries 1.D.P. Tape 
as part of your 


LITHOSTRIP 
ono LITHOSET 


POCKET FORM 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS... on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


For More Information Circle No. 325 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 
For fast, 
typing of bottom 
line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
For More Information Circle No. 326 


accurate 
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margin with one typing. Paper contains 
evenly spaced horizontal cuts in its top 
lightly 
backing sheet. 


laminated to a 
These 


standard 


layer which is 
pressure-sensitive 
cuts are spaced according to 
typewriter linespacing. After a sheet is 
properly set in the typewriter for typing 
further 


typing is 


first line, no adjustment is re 
When 


manner, the lines which run short 


quired. completed in 
usual 
at the right side are lifted up and 
stretched to line up at right. Non-photo 
blue 


picas, aid in setting margins. Corrections 


guide lines, in inches and 


graphie 
in typing can be made by typing word 
in margin and splicing it in, or opaque 


Whole lines 
Justi-Type 


ing out error and retyping. 


are easily replaced. Uncut 


paper is also available for spacing out 
Fototype alphabets. For 


More Information Circle No. 151. 


headlines in 


TIMER AND CONTACTOR 
NuAre Co., 824 S. Western Ave., Chi 
eago 12, Lll., offers a Timer and Contactor 
Both Timer and 
attractive 


for use with are lamps. 


Contactor are mounted in an 


metal box which ean be easily mounted 


on a wall. The units are ruggedly con 
structed and have the 
feature. 


automatic 
A single dial setting provides 


reset 


identical repeated operations. Units have 
heavy current relays with silver contact 
points to assure long life and dependa- 
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HOW MACHINE TYING | 
SERVES BUSINESS and INDUSTRY 


You can increase 


tying speed 
80% 


or more with a 


Package Tying 


Machine 








80% production increase with one machine! Seems incredible, 
doesn’t it? But it’s true when you do your twine tying with a 
Bunn Package Tying Machine. Here’s why: 


Bunn Tying Machines are at least five 
times faster than old fashioned hand 
tying. If your present hand tying op- 
eration takes 8 hours a day, that same 
volume can be turned out on one Bunn 
Machine in 1% hours... or less. That 
gives you at least 64% more man hours 
every day ...a gain of 80% or more 
in productive time . without in- 
creasing your payroll one cent. 


Here are other ways Bunn Machines 
save time and money: 


Automatic adjustment to any size or 
shape without manual changeovers. 


No Waste: Automatically uses just 
the right amount of twine. 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-27, Chicago 20, Ill. 
Export Department: 10406 South Western Ave., 


Chicago 43, Ill. 


Controlled tension prevents cutting into 
product .. . can’t slip off . . . reduces 
package breakage and product damage. 
Slip-proof knot can’t come undone even 
with rough handling . . . approved by 
postmasters for mail tying of all kinds. 
Simple operation is fatigue-less . . . be- 
ginners become experts in minutes. 
Mail the coupon today. Learn for your- 
self why ... almost anything which 
can be tied by hand can be tied faster, 
better and more economically. 


B. H. Bunn Co., Dept. OF-27 

7605 Vincennes Ave., Chicago 20, Ill. 
Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 


Company .- 
Address — 
City - 


Zone State _ 


For More Information Circle No. 339 
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use 


Type right Bin 


Trade Mark Reg. 





= 





ABDUL, I'M GOING TO YOU DONT NEED ANOTHER 
/\ THE SLAVE MARKET AND SECRETARY, You NEED CE77ZEKX. 
AN Pick OUT ANOTHER HAVE A HAPPY OFFICE,NOT 


4, SECRETARY... WANT A DROOPY BUNCH OF SLAVES. 
TO COME ALONG ?S/ f 
0 +> 

















LETIEREX \NCREASES TYPING 
PRODUCTION W/7HOUT INCREASING Cost! 
AND THE GIRLS LOVE IT, GET RID 
OF CARBON PAPER PRUDGERY 
WITH NEW DISPOSABLE CARBON SHEETS. 

BUY ETTEREX TODAY, YOUR 
STATIONER HAS IT // 


on carbon paper sets (a set is one second 
sheet lightly gummed to a piece of 
disposable carbon) are available in 
all colors. Write or wire for samples 
and details to LETTEREX, 1640 Con- 
necticut Avenue, Washington 9, D.C. 


THE PIONEERS OF DISPOSABLE CARBONS FOR LETTER WRITING 
FOR PERMISSION TO USE THESE ADS IN YOUR DIRECT MAIL PROGRAM, WRITE OR WIRE LETTEREX. 


For More Information Circle No. 188 


168 THe Orrice—February, 1957 





bility. All models can be operated by 
seconds or minutes. There are 12 models 
to accommodate all current requirements, 
except direct current. For More Informa- 
tion Circle No. 103. 


FILE SEPARATOR SYSTEM 
Quick-Quest Co., 420 Market St., San 
Francisco 11, Calif., makes file-spacing 
equipment which converts an area (desk 


or table top, or any drawer) into a file 


to fit any requirement. Quick-Quest units 
comprise a base with a waftled surface 
which prevents filed material from slid- 
ing. Base has a rust resistant steel chan- 
nel containing holes into which fit two- 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptuwtt 
PAPER DRILL 
pes 


ONLY 


198s” 


A price where 
most bench 
models begin, 





Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 284 
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inter- 
ean be placed in any 
lengthwise or cross- 
dividers tailor the file to 
the required width. All records can be 
found and filed with one hand. 
Filing space is increased by from 10% to 
30%. Much of filed material can be read 
without removing from file. 


way throw plates, adjustable at 14” 
This assembly 
desk drawer, 
Drawer 


vals. 
file or 
wise. 


quickly 


Any point in 


file remains open until manually closed. 
upright, in place, and re 
quick and easy. The equipment 
fer every size of container and 
For illustrated descriptive litera 


list, Circle No. 152. 


Records stay 
filing is 
is made 
record. 


ture and price 


BULLETIN BOARD 


R. K. Mfg. Co., Monroe City, Mo., 
makes a permanent bulletin board with 
easy-to-use snap holders for bulletins and 
notes, eliminating the need for pins or 
thumbtacks. They have key locks so 
that the boards only accessible to 
the designated persons. 


are 


Hon” 


Boards are 23 


by 35”, constructed of stainless steel and 
Masonite. Two boards can be placed side 


; nt 
at adi 
win for ter ence 
™ Makes... \ 


‘ 





DESIGN 
ASMATERIALS 
FEXPERIENCE 
7WORKMANSHIP 


/ =BV OLAL/TY FORMS 


by side with a third clock or thermometer 
strip top to make an attrac 
Panels at the top of the board 
are replaceable to allow for heading 
For More Information Circle 


across the 
tive unit. 
changes. 


No. 153. 








SNAPAPART 


TABOMA Ad Cc 


BONNAR-VAto tu TED 


The Mart of Quality 


1735 EAST 30th STREET 
CLEVELAND 14, OHIO 


ces and Dealers in Prir 


For More Information Circle No. 281 
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SEE 
HOW 
THEY 
RUN... 
OFFSET! 


Discover the magic of Plastiplate®, the 
plastic offset plate. Two types available. 
See how they run — right on your own press! 
No cost to you. 

Pre-sensitized Photospeed Plastiplate for 
sparkling halftones and crisp linework. All 
processing steps built right in — just expose, 
de-sensitize, and print. 

Direct Image Plastiplate that takes typ- 
ing so beautifully and permits fast, non- 
detectable corrections. And you can write eae, aan singer 0 
or draw directly on its plastic surface. itil seek ak el nntidien of xs 

See how they run! Free samples are yours (CJ Pre-sensitized Plastiplate 
for the asking. () Direct Image Plastiplate 

Remington. Fland. 


Division of SPERRY RAND CORPORATION 














For More Information Circle No. 
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SAVE MONEY | 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 


Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 


tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet SPOT 
“How to save with SPOT o> 
CARB.” CarB 


56 LAFAYETTE STREET, NEW YORK 13, N.Y. 
Send samples of SPOT CARB forms and 


free bookiet “How fo save with SPOT 
CARB" 


172 


| Social Security 


| duction 
| Tax 





PAYROLL TAX CHARTS 

Graphic Caleulator Co., 633-A Plymouth 
Court, Chicago 5, Ill., makes the Standard 
Wage-Master Tax Finding Board which 
shows at a glance two deductions sepa 
rately: 1957 Withholding Tax deductions 
for all exemption classifications and new 
(FICA) deductions at the 
rate on any Based on 


1957 24%4% wage. 


| the standard government tables. Another, 
| One-Deduction Board, shows a single de- 


that combines the Withholding 
FICA The 
are easy to operate. One hand on the slide 


and deductions. boards 


guide quickly lines up the proper tax de- 
duction for any wage-amount. Deductions 
are read directly from the tables without 
further computations. The One-Deduction 
Tables have one-dollar wage increments 
for weekly, bi-weekly, semi-monthly and 
monthly pay periods. These insure more 
accurate deductions and require a mini- 
mum of adjustments. With the One- 
Deduction Board, user simply takes 2%4% 
of the total wages paid during each three- 
month period. This will be the FICA tax. 
Subtracting this from the total deduction 
leaves the Withholding Tax. In addition 
to the tables showing the combined tax 
deductions, the One-Deduction Tax Find- 
ing Board shows FICA deductions by 
themselves. This makes it simple to de- 
duct the FICA Tax from the total when 
wages reach $4200. If preferred, the user 
can utilize a supplementary table (No. 
505-D) which shows only the income tax 
deductions. The 744” x 12” boards have 
Masonite bases and will not warp. A 
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... And the something new that has 

been added is the ALL NEW 
ELECTRIC COLLAMATIC - - - 

today as much a part of the office 
scene as the electric typewriter - 

electric adding machine - postage 
meter - mail opener. 


COoLLaMmaric 
eee. an 


j= ad molels available 


COLLAMATIC FIRST with an electrically 
powered office collator is today - 
FOREMOST with the widest variety of 
models available - able to deliver 
immediately an electrically powered 
collator to meet almost every 
conceivable office collating requirement. 
MODELS AVAILABLE ARE 
Standard Series — 8, 12, 16 or 24 bins, either 
Spacesaver or Console Models. 
Adjustable Stroke Series — 8, 12, 16 or 24 bins 


(to accomodate varying paper sizes), either 
Spacesaver or Console Models. 


Printer Series — 8 or 12 bins (standard or 


adjustable stroke), either Spacesaver or 
Console Models, 





MANUFACTURERS OF THE WORLD’S LARGEST LINE 
OF ELECTRICALLY POWERED OFFICE COLLATORS 
COLLAMATIC CORPORATION 
©1956 Collamatic Corp. WAYNE, NEW JERSEY 
For More Information Circle No. 320 


103-2 STATE HIGHWAY 23 
MOUNTAINVIEW 8-2900 
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wNEW 
Stock- 





Control 


System 


based on 


-WEEDER-ROOTt 


ary-Tallies 


saves time. .¥. 
‘speeds production... 
stops errors 


Manufacturers of skirts (or skis) can speed and simplify 
their stock-keeping, accounting, and payroll records with 
simple punched-card systems based on Vary-Tallies. 

A leading skirt-maker, for instance, always has complete 
command of several variations of styles, sizes and colors 
simply by lifting out the cards for any of these 
classifications . . . and recording them on the Vary-Tally 
This gives him an instant accounting on any account, 
without pencil tallies, scratch marks, or telltale marks 
on the goods. 


In time-checking, this manufacturer has tallied 420 
items on 80 orders in 4% minutes. His best previous time 
was 40 minutes. No copying . . . nothing but the final 
totals on the counter-faces. 


What Production Systems Inc., Waltham, Mass., 

is doing for the garment industry with its ‘“‘Quik-Pik’”’ 
System . . . you can do for yourself with a similar 
system based on Vary-Tallies. And you can count 

on Veeder-Root to help you. Write: 


- 


Hartford, Conn. « Greenville, S. C. * Chicago V E = D Ee R = re OOoOT g i) Cc. 


New York « Los Angeles * San Francisco « Montreal 
Offices and Agents in Other Principal Cities 


“The Name that Counts” 


For More Information Circle No. 179 
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sheet of clear Vinylite protects the 
printed tables which can be replaced 
when taxes are changed. All Wage-Master 
Tax Deduction tables are interchange- 
able. Both units retail for $7.65 each. 
For More Information Circle No. 154. 


COOLING FAN 

Lasko Metal Products, West Chester, 
Pa., makes the Executive Airsweep elec 
trie fan, equipped with vertical louvres 
which oscillate back and forth 14 times 
a minute to change the divection of air 
flow so that every part of a room is 
swept by cooling breezes. This eliminates 
hot spots by keeping all the air in eir- 
culation constantly. The louvres are con 
trolled by a separate motor which may 
be turned on or off separately, or may 


be set to work in conjunction with the 
fan. Fans are equipped with thermostats 
so that they turn on and off automatically 
when the temperature rises or falls to a 
level predetermined by the user. The 
louvres may be set to operate automati- 
cally when the fan is started by the 
thermostat. The motors are guaranteed 
by Westinghouse for five years. The 
Executive fan is electrically reversible 
and may be used in a window (brackets 
are included) or on floor or table. The 
Executive retails at $59.95. For More 
Information Circle No. 129. 
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Try this 


TESTING SHEET 


: on your 
DIRECT PRINT 
COPY MACHINE 


for sharper, clearer comes 


Quality controlled texture of PATAPAR 
TRANSLUCENT PARCHMENT and uni- 
form translucency assure superfast trans- 
mission of the ultra-violet rays. The result 
is speedier operation and sharp, clean copies. 

Anything typed, printed, drawn or written 
on Patapar Translucent Parchment can be 
faithfully reproduced with today’s white 
print copying machines. 

Write on your business letterhead for 
brochure of testing samples. 

Name of nearest distributor on request. 


r 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 


Headquarters for Vegetable Parchment since 1885 





SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


32 € MeWILLIAMS ST. 
FOND OU LAC. Wis 


For More Information Circle No. 305 


WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


___For More Information Circle No. 306 
GENUINE ENGRAVED 


TIER IBADS 





one 


DIES 1 AND vo PROOFS $i 











mei ANS CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 307 


CARBON INTERLEAVED 


BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
CARO, MICHIGAN 


For More Information Circle No. 308 


| Sunnyvale, 


| serve all 





COPYING PENS 
Micropoint, Inc., 624 E. Taylor St., 
Calif., announces immediate 
availability of Copy-Fax ink in red and 
black which will reproduce on all office 
including Thermo- 
machines, ete., and ideally 
general office functions. This 
ink will be available in Micropoint Copy- 
Fax Micropoint refill cartridges 
fitting any ballpoint pen, and a new 
Micropoint non-refillable pen now in pro- 
For More Information Circle 


copying machines, 


Fax, diazo 


Pens, 


duction. 


No. 155. 


HAND-FORGED PLIERS 
Wilhelm K.G., Lut- 
zowstr. 3, Germany, makers 
of office type and special 
has resumed manufacture of hand- 
forged pliers which have greater dura- 


Dreusicke & Co., 
Berlin W 35, 
machine parts, 


tools, 








bility. These include their Flat Nose 
Pliers No. 21H and 42H which were well 
known to office machine mechanies before 
World War II, and a new Three-Prong 
Pliers for adjusting sub-levers. For More 
Information Circle No. 109. 
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w! no more black, messy, ink! 
— 


Amazing Mew 


DIAGRAPHY. \\\ 


STENCIL DUPLICATING 
’ COMPOUND 


Goes on Light Green 
... prints BLACK— 


like magic! 


In handy 
“Drip-Proof”’ 


(on cnt alll NOW MAKES MIMEOGRAPHING 


THE Cleancot of All 


© NO CHANGE NECESSARY DUPLICATING METHODS! 
_ ce ee {ERE IS THE MODERN chemical “miracle” th 
© CLEAN AND PLEASANT ; S IS Hi tM chemica mirac e”’ that 
Unlike black ink, it rinses off is revolutionizing the entire office duplicating field! 
easily with soap and water Amazing DIAGRAPHY Compound is clean, creamy, 
@ PRINTS CLEAR, SHARP COPIES — colorless (like-a-hand-lotion) fluid. Will not soil or stain 
will not offset, blur or fade , . 
hands or clothing—yet it prints sharp, clear, black 


* T ; . : 
pers pega a oom copies. Works perfectly in any standard mimeograph 


duplicator. 


ORIGINAL “DIAGRAPHY 

STENCILS” acid free and es- 

peciaily formulated for use SEE A DEMONSTRATION 

ith thi t . . = : 

pied bite waves ak See amazing DIAGRAPHY in action! Prove 

ity stencils — to yourself that DIAGRAPHY is the cleanest 
of all duplicating methods. Ask your sta- 
tioner for a demonstration today! 


Special DIAGRAPHY Paper necessary in “DIAGRAPHY” is protected by patent ap- 
this process is f d lusively by plicati in the U.S.A. and foreign coun- 
these four leading American paper mills tries throughout the world. 

HAMMERMILL, NEKOOSA-EDWARDS, MEAD 

and NORTHWEST PAPER COMPANY. 





Another Outstanding Product of 


THE PRINT-O-MATIC CoO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, ILL 


Pioneers in New and Better Stencil Duplicating Products 


For More Information Circle No. 319 
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LITERATURE 
from the 
Manufacturers 


PUNCHED TAPE APPLICATIONS 
Commercial Controls Corp., 1 Leighton 
Ave., Rochester 2, N. Y., offers a 24-page 
booklet, ‘The Punched Tape Story,’’ 
deseribes the of the 
Flexowriter in a coneise, illustrated 
The different applications in 
all related to automatie data 
For a copy, Circle No. 133. 


which use heavy 
duty 
manner. 


cluded 


processing. 


are 


FILING SUPPLIES 
File & 1637 
Kankakee, released 
of 
856, 


Index Co., 
[ll., 
their 
which 


Amberg 
Blvd., 
latest revision 
catalog, No. 
adjustments and the following new 


has 
complete 
includes 


i METALCRAFT, INC. 


| Mason City, lowa | 
Send free samples, literature and your 
Property Control pamphlet a 

| NAME ba eo <2 

| COMPANY “4 


| STREET_ 


a 


Duane 
the 
line 
price 
items: 


File 
All, 
polyethy! 


Personal 
Sort 


scrapbooks, 
and 850, A-31 


19e 


and 
Nos. 
line 


albums 
650 


draft 


Cases 


9% pt. folders, 


Record 
the ex 
file fold 
files 


and new 


folders, 


also carries 


bag of file 
The catalog 


Amberg 


ene 
Cases. 
assortment of 
brief 


tensive 


ers, filing supplies, covers, 


ut fo jo 
: tora n —. aaa 


_SFRIALLY 1 ne), 
® 


Nationwide, efficiency-wise companies are us- 
ing Serially Numbered “AUTOGRAPHS”, the 
tags that meet every qualification for effective 
Property Control. They're attractive, legible, 
durable, economical ... and a cinch to mount 
on any surface. Millions in use because they 
make sense and save dollars. 


METALOAAT mc. 


MASON CITY, IOWA, U.S.A. 


For More Information Circle No. 285 


178 


Tue Orrice—February, 1957 





is the NEW 
low cost 
LEDGER TRAY 
SAFE 


...1TO PROVIDE POINT-OF-USE 
FIRE PROTECTION FOR VITAL RECORDS 


New standards in efficiency and economy for posting ledg- 
ers by machine or hand are provided by low-cost YORK 
Ledger Tray Safes. Regardless of record sizes, ideal 
working height is always maintained. Easily made ad- 
justments quickly adapt units to size and weight of ledg- 
ers. Present trays can often be used. 


YORK mobile Ledger Tray Safes will provide on-the- 
spot fire protection for ledger records . . . improve post- 
YORK SAFE & LOCK ing efficiency . .. reduce costs. For complete information, 
910 Mulberry Rd., S. E. write today. 
Canton 2, Ohio 


Dealers in all principal cities 
N-352-DI 


Fa 


) 


oe 


tp 2 


Lay 


Jiee. 


. Tray flexibility. Underwriters’ 
Mobile Present trays can Perfect Maximum Laboratories’ 
and easy to use. often be used. working height. capacity. l-hour fire abel. 














For More Information Circle No. 222 


Tue Orrice—February, 1957 179 





Mercury products for 
duplicating machines 
are built to the same 
standards as rollers 
and blankets on giant 
commercial presses! 



































~ RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET » CHICAGO 16, ILi. 


EASTERN SALES OFFICE: 218-224 ELIZABETH AVENUE + NEWARK 8, N. J. 


For More Information Circle No. 340 
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agate card trays, transfer cases, albums, 
presentation binders and phonograph rec- 
ord cases. For a copy, Circle No. 137. 


INTERCOM SYSTEMS 
Automatie Electric 
W. Van Buren 8t., 


1033 
Chicago 7, Ill., have 
published a 12-page illustrated booklet, 
**10 Ways to Cut with Inside 
Telephones,’’ which describes how ten 
organizations, each in a different line 
of business, are saving money with a 


Sales Corp., 


Costs 


10 ways to cut costs 


with inside felopnenys 





P-a-x privately-owned, rent-free dial tele- 
phone system used exclusively for inside 
calls, Quoting executives of the ten firms, 
the booklet explains why this tele- 
phone system (separate from the public 
telephone service) increased production, 
saved manhours, 
tomer relations, and effected other 
pany benefits. For a free copy of the 
booklet, Circle No. 142. 


cut costs, improved cus- 


com- 


LOWER FIDELITY RATE 

Cummins-Chiecago Corp., 4740 N. Ra- 
venswood Ave., Chicago 40, Ill., offers an 
8-page illustrated booklet which tells how 
users of Cummins Perforators can receive 
a 10% reduction of fidelity 
rates from American Casualty Co. The 
Cummins System offers simple and addi- 
tional protection against disbursement 
and inventory which account for 
87% of all money embezzled. Perforat- 
ing invoices and their supporting docu 
ments prevents their reuse and makes 
forging difficult and impractical. For a 
copy, Circle No. 377. 


insurance 


losses, 
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Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 
er storage FIT ES 


2 tee 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 

fronts make them suitable 

even for “front-office” use. 

Available in letter, legal, 

check, deposit slip, tab card 

and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216H 
CANTON 6, OHIO 





Cromwet Printery, Inc. 
ROTARY DEPT 
ALBANY 1, N. Y. 





For More Information Circle No. 302 
18] 





E-Z SORT SYSTEMS 
save time and money 
in every department... 


e Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 
Purchasing 
Manufacturing 
Inventory 
Sales 

® Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation, Ask for a demonstration and you'll see 


why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 
For More Information Circle No. 321 
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PLASTIC BINDING 

Dept. QO, 
Ill., offers an 
illustrated manual on how to do profes- 


Plastic Binding Corp., 732 8. 


Sherman St., Chicago 5, 


sional quality plastic binding in your 


own office or plant. It describes how any 


firm can easily, and at low eost, give 


catalogs, presentations, re 


brochures, 


ports, manuals and portfolios the deluxe 


appearance and convenience of colorful 


ABLE, MAMD-OPERATED 


with 
PLASTICO 


PUNCHING AND BINDING MACHINES 





the 
and 


Bindings. 
operated Plastico Punching 
Machines to do a 
job on 


Plastico Anyone can use 


, , 
nand 


Binding professional 


single copies or large 


quality 


quantities. These machines incorporate 


all the 
years of 


design advantages gained from 


many experience in manufac 


for large professional 


this 


turing machines 


binderies. For a copy of manual, 


Circle No. 136. 


DESKS AND FILES 
Northwest Metal Products Co., 1337 E. 
Mason St., Green Bay, Wis., a 24- 


two 


offers 


page catalog, fully illustrated in 
colors, containing descriptions and speci- : 
fications on desks, files (both V-expand 
, tables, chairs, cabi 


the 


ing and rigid front 
accessories. 


nets, For a 
eatalog, Circle No. 135. 


copy of 
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its New...lts Fast...its Elegant 
lone Veeet Youch SOO HA Uedding Ofbaline The new colorful 


Monroe “800” gives your business the unmistakable forward look—provides 
the “touch of velvet” that makes anyone a figuring expert. Its beauty of design and 
advanced precision keyboard bring gracious décor and streamlined 
efficiency to the truly modern office. \ 
Under this distinctive case is a 


mechanism built to See the MAN from MONR E 


endure for years to come. 


Monroe Calculating Machine Company, Inc. tor 
CALCULATING 


General Offices: Orange, New Jersey. ADDING 
ACCOUNTING 


Offices throughout the world. DATA PROCESSING 
MACHINES 
For More Information Circle No. 299 
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Cut Duplicating Costs 
MAKE YOUR OWN NEGATIVES 


“nush button” operation 


You can save 50% to 70% on the 
cost of line and halftone negatives— 
and speed up production 5 to 50 
times — by putting even complex 
jobs on press in a matter of minutes. 
Compact Kenro “Vertical 18” has 
simplified controls, automatic fea- 
tures which make it easy for anyone 
to use. 

Handles up to 14” x 18” negatives. 
In practical form sizes equals a 16 x 


20 camera, has twice the capacity of 


11 x 14, more usefulness than 14 x 
17. Finest Goerz lens assures sharp, 
high quality results. $1250 complete 
with lens and lights ready to use. 
Write for Bulletin 56 which gives 
full details, all applications and 
shows exactly how a Kenro “Vertical 
18”. can improve your duplicating 
procedure. Available from dealers 
everywhere. 

KENRO GRAPHICS, INC. 25 commerce St. 


Dept. F, Chatham, New Jersey 


hes 9 


CAMERA 


For More Information Circle No. 192 
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DRAWING TOOLS 
C-Thru Ruler Co., 827 Windsor St., 
Hartford, Conn., issues a monthly bulle- 
tin, ‘‘The C-Thru Gram’’ which features 
specials from the C-Thru line, new prod- 
ucts, displays and other information of 


Ooi A 


ci AMERICA'S UREY Fenda ; 
: - 


AL RULERS — DECEMBER SPECIAL 


aE Pe Oe Ne ca My oes 


Metre ewig <r ee tis coal 


interest to C-Thru customers. C-Thru 
Ruler Co. manufactures a comprehensive 
line of drawing devices, including rulers, 
triangles, navigational instruments, sten- 
cils, lettering guides, slide 


rules, and many others. For a copy, Cir- 


cle No. 134. 


protractors, 


STENCIL DUPLICATING 


Milo Harding Co., 502 8S. Monterey 
Pass Road, Monterey Park, Calif., offers 
a booklet describing 
duplicating labor, paper, 
inks. As the result of five years of ex- 
perimenting and testing, this booklet re- 
veals the many practical that 
Tempo Jetdry Ink is easy to use to ob 
tain better duplicating results 
with any make of stencil and all makes 
new or old. For a 


how to save on 


stencils and 


ways 
stencil 


of machines, copy, 
write name and model of duplicator and 


Circle No. 138. 


HANDWRITING TRAINING 
A. N. Palmer Co., 902 S. Wabash 
offers their 
handwriting textbooks and supplies. Al] 


Ave., 
Chicago 5, IIl., catalog of 
though designed for schools, the trend in 


many business firms to teach their em- 


ployees to write clearly is creating a new 
market 


Method. 


for training aids in the Palmer 
For a copy, Circle No. 132. 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, III. 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 322 
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ADDING 
TOTALIA LISTING 

MACHINE 
capacities up to 12 listing - 13 totaling 


A. A.A. Adding Machine Company, inc 
26-09 Jackson Avenue - Long island City, N.Y 


GROBARK & Compeny 
159 N. Dearborn Street - Chicago 1, Ill 


FULL 


NUMERIA se 
CALCULATOR 
A.A. A. Adding Machine Company, lnc 


26-09 Jackson Avenue - Long Island City, NY capacities 
up to 10x11x21 


HAND MODELS 
ALSO AVAILABLE 


LAGOMARSINO- FAI 


Viale Umbria 36 - Milano (Italy) 


For More Information Circle No. 278 
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Mail Training Film 

Non-Theatrical Films Div., Eastman 
Kodak Co., Rochester 4, N. Y., offers free 
loan of a 15-minute training film, 
‘*You’re on the Team,’’ which demon 
strates the latest procedures to be fol 
lowed in a bulk-mailing operation. Pro 
duced in 16mm Kodachrome, this sound 
movie demonstrates to mailing depart 
ment employees in any company, the 
contribution thev make to the overall 


sales and advertising of their company. 


As a graphic time-and-motion study of 
particular jobs in mail cireulation, the 
film aims to train employees in good work 
habits and encourage teamwork among 
them. It is also offered as an example of 
a type of simple, effective training film 
that can be made economically by busi 
ness and industrial firms. Prints of the 
film and literature describing the office 
equipment of several manufacturers as 
shown in ‘‘You’re on the Team’’ may be 
obtained on free loan. For More Infor- 
mation Circle No. 102. 


How to Use Typewriters 
Remington Rand Div., Sperry-Rand 
315 Fourth Ave., New York 10, 
N. Y., announce a 20-minute, 16 mm., 
black-and-white sound film, ‘‘The Type- 


Corp., 


writer in Business,’’ which demonstrates 
the purpose and use of important type- 
writer devices, attachments, keyboards 
and other variations, and shows how an 
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office can run more efficiently with these typewriter by informing typists as to the 
modern typing developments and with exact kind of typewriter and device that 
well-trained people to operate the mod will most efficiently do the work of each 
ern typewriter. Every major use of ele: typing station. Schools will want the 
tric, manual and noiseless typing is cov business teachers and students to know 
ered, from the simplest straight copy these many uses of the typewriter in 
typing to the most complex automatic business. Business firms, government 
typing initiated by a giant electronic agencies, schools, ete., are invited to 
system like Univaec. One of the main pur make arrangements, without charge, for 
poses of the film is to promote more viewing this film. For More Information 
efficient utilization of today’s versatile Circle No. 378. 





A PEDIGREED BRAND ... Conforms to Federal Specifications 


Good aioe 


rs comers WE P oc] PROMPT DELIVERY 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 


For More Information Circle No. 323 


Increase your PROFITS th. ES 
p 3 ads : 


«METER Tickers 
» COPYSETTES 


+ PURCHASE ORDERS 
FREE! New Catalog — Standard * BILLS OF LADING © CHECKS 
og forms, rome forms, © * REPLY MESSAGES = WR TAX FORMS 
.B.M, forms, W-2 and Tax forms, 2 to 5 part carbon sets ig es ‘ints. 
NCR, etc. Write for catalog A. . Be delivery for de 


CONSOLIDATED BUSINESS SYSTEMS, INC. 


30 Vesey St., New York 7, N.Y BArclay 7-3687 





For More Information Circle No. 324 
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o 


the Office 





Expect 50,000 at OMAC Show 


The Office Management Assn. of Chi 
cago expects 50,000 local and out-of-town 
visitors at its 15th Annual Business Show 
and Seminar, North 
western University, at the Conrad Hilton 
Hotel, March 11-14. There will be exhibits 
and demonstrations by 125 of the leading 
office 
distributors and 


co sponsored by 


foreign and domestic equipment 


manufacturers, service 
The 
and a follow-up of last year’s 
‘*Look Ahead.’’ Seminar key- 
noter will be J. E. Rutherford, vice presi- 
dent, Insurance Co. of 
America. Capt. William C. Mott, assistant 
chief of staff to Admiral Radford, chair- 
man of the Joint Chiefs of Staff, will 
speak at the annual banquet. For full 
information, write OMAC, Dept. O, 105 
W. Madison St., Chicago 2. 


agencies. show’s theme is 


Ahead’’ 
theme, 


““Keep 


Prudential 


White collar queens chosen by the Office 
Management Assn. of Chicago. Betty Ann 


Welles (left) is Miss Business Show and 
Elizabeth McCabe is Miss Seminar. 


AMA Electronic Conference 


A elosed-cireuit television demonstra 
tion of electronic data processing equip 
ment in operation in four companies in 
four cities will highlight American Man 
agement Association’s third annual elec 
tronics conference in the Hotel Statler, 
New York, Feb. 25-27. More than 


executives are expected to attend. Elec 


1,000 


tronic processing machines and related 


equipment will be available for inspec 
tion at an exhibit accompanying the 
Consolidated 


York will demonstrate customer ac 


conference. Edison Co. of 
New 
counting on the Remington Rand Univae 
[ and payroll and general accounting on 
the I. B. M. 705. An I. B. M. Ramac at 
the Chambers Works of E. I. du Pont de 
Nemours & Co., Pensgrove, N. J., will 
illustrate inventory control, and control 
of maintenance and miscellaneous stores. 
From Chicago, Sears Roebuck & Co. will 
show payroll accounting and sales and 


inventory budgeting on the Burroughs 
Datatron. Production control scheduling, 
supplier authorizations, and shipping in 
structions on the Remington Rand Uni 
vac File Computer will be shown fron 


Livonia, Mich., by Ford Motor Co. 


BISI Committee Meeting 

The Basie Steel Industry 
Committee of the Systems & Procedures 
Assn. of hold their 17th 
Pittsburgh, Feb. 


Iron and 


America will 
Quarterly 


91-299 


Meeting in 


Data Processing Course 

The electronic data processing course 
given last fall in New York’s Hotel 
Roosevelt, will be repeated by Canning, 
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~ attach 


, 


~ revisions! 


> ~ 


“SCOTCH” 810 Permanent Mending Tape! 


Holds invisibly ... mends invisibly ... and you can write on it! 


Here’s the modern way to neater, better - looking office records! 
“SCOTCH” 810 Permanent Mending Tape is completely transparent, 
with a special dull-finish surface you can write on with pencil, ink or 
typewriter. And this new tape won’t shrink, won’t cloud, won’t ooze 
adhesive . . . ideal for valuable documents, books, maps! 

Get the ideal tape for all permanent sealing, attaching, mending jobs 
—‘‘SCOTCH” 810 Permanent Mending Tape! 


S BRAND ‘Bro 


Permenent Mending top 


810 Permanent \= 
Mending Tape 


The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing 
Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N. Y. 
In Canada: P.O. Box 757, London, Ontario. 


For More Information Circle No. 158 
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Mr. M. S. DELAVAN, Controlter 
Alexander Smith, Inc., Cerpess & Rugs 
Greenville, Mississippi 


Alexander Smith salesmen like Traveletter System 


1845 “I am glad to report that it seems to 
‘ be working very well. We have been 
able to establish the controls on a 
mechanized basis by use of the I. B. M. equipment 
which we have and obtain a monthly distribution 
of all our traveling expenses, reductions in travel 
advances, leased car rentals and reimbursable 

maintenance expense on the leased cars 
“In addition, we have a weekly report showing the 
status of each man’s account as to whether or not 
his drafts are ahead of or behind his expense reports. 
“I believe that our men are happy with the ar- 
rangement and I know chat we can save sufficient 
personnel to at least break even if not save money 

on the entire deal. 
“I thought that you might be interested in these 
comments and what we are doing with the 
Traveletter System in our own particular case.” 
T. , / [t v The Traveletter System reduces cash advances, 
j a Ve c. 3 saves accounting time, prevents lost time and lost 
orders, builds morale of salesmen 


... the better system for 


handling travel expenses Used by companies employing from 1 to 1,000 
a rel expe : 


travelers, including United Aircraft Corporation, 
American Cyanamid Co., Western Electric Co., 
and many others. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 7 GREENWICH 3, CONNECTICUT 
For More Information Circle No. 168 
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Sisson & Associates in Chicago’s Shera- 
ton-Blackstone Hotel, Feb. 25-March 1. 
Emphasis will be on the applications as 
pect of electronic data processing rather 
than on details of particular equipment. 
Subjects include Patterns of Data Proce 
Making the Systems Study, Pro 

Analysis, Planning the Elec- 
System and Random Access De- 
velopments. The 30-hour course will cost 


essing, 
cedural 
tronic 
$125, payable to Data Processing Coun- 
selors, 130 East 59th St., New York 22. 
*"Name the Kitten” Contest 

An 8-day trip for two by Pan Ameri 
ean World Airways to Puerto Rico, Haiti, 
Jamaica and Cuba will go to the winner 
of Carter’s ‘‘Name the Kitten’’ 
A total of 50 prizes will be awarded, in- 


Contest. 


cluding six portable G-E television sets 
and 43 Lentherie cosmetic sets. The con- 
test, which runs from Feb. 21 to April 
22, is open to secretaries, office managers 
and purchasing agents who work in of 
fices where electric typewriters are used, 
in the U. S., Alaska and Hawaii. Each 
entrant must submit a name for the kit- 
ten, and ten words or less why he or she 
chose the either on the official 
entry blank (available at stationers and 
office equipment dealers displaying the 
contest poster) or on his or her company’s 
letterhead. The kitten appeared on page 
22 in the January issue of THE OFFICE. 


name, 


Annual Credit Conference 

The 30th Annual Credit 
for credit executives 
manufacturers 
office supplies and furniture, and allied 
industries, will be held at Hotel Somer 
set, Boston, May 8-10. 


Conference 
with 
stationery, 


associated 


selling the 


Acquires Pennicke’s Practice 

The professional practice of the late 
Harold C. Pennicke, 
sultant to insurance and other organiza 
tions, will be continued by N. Madison 
Cartmell & Associates, New York. Mrs. 
Pennicke, well-informed in her husband’s 
work, has become an associate with the 
Cartmell firm. 


management con 
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Military Automation Show 

The first Military Automation Expos 
will be held in New York’s Trade 
Mareh 18-21, 
with the Institute of 
Radio Engineers Show at the Coliseum. 
Exhibitors at the Military 
Exposition will be chiefly 


tion 
Show 


simultaneously 


Suilding, scheduled 


Automation 
manufacturers 
and suppliers of components, subassen 
blies and manufacturing equipment used 
by the 
prime contractors to 


military or manufactured by 
military specifica 


tions. No classified items will be shown. 


IBM Scientific Magazine 


The first issue of a quarterly scientifi 
‘‘The IBM 


search and Development,’’ 


magazine, Journal of Re 
was published 
Business Machines 


Madison Ave., New York 22. 
[t contains comprehensive articles on the 


by International 
Corp., 590 
scientific and technical results 


IBM 


laboratories here and abroad, including 


latest 


from research and development 
solid state physics, chemistry, metallurgy, 
information theory, eleetronie computers, 
data processing machines and components 
such as magnetic memories and 
semiconductor devices. 
$3.50 a year. 


eore 


Subscription is 


Most Computers Are Rented 


The federal anti-trust 
sale and rental of 


deeree on the 
electronic computers 
is likely to have only imme 


diate’ 


a ‘slight 
’ effect, according to a survey con 
ducted by Theodore Labiner, a graduate 
student at New York University. The 
decree, which took effect Jan. 25, states 
that 

chase or lease the equipment. The survey 


users be given the option to pur 


was conducted among non-IBM users who 
have always had the buy-or-lease option. 
Following are some of the results: 

Only 4 of 16 users of large computers 
More than half 
the users of medium-size computers (17 
of 30) had purchased the equipment. 
Only 4 of 100 users of small computers 
had purchased them. Thus, 25 electronic 


owned the equipment. 


191 





nes | computers, or 17%, were owned by the 
ELIMINATE COSTLY TIME user, and 121, or 83% , were leased. About 
1 al 


CONSUMIN a any 80% of those who leased computers listed 
G FARMING OUT ° ‘‘the fear of obsolescence’’ as the pri 
mary reason for not buying them. Half 
of the insurance companies had _ pur- 
chased computers as compared to 11% 
of the industrial companies. 


For Retailers Who Cash Checks 


Continental Casualty Co., 310 S. Michi- 
gan Ave., Chicago 4, offers a brochure 
describing a simple check recording sys 
tem to reduce losses due to lost, stolen 
or destroyed checks. A form is filled out 

by > eS or for eae eheck cashe 
Anyone can operate a PIONEER PAPER DRILL. A | PY the customer for each check cashed 
production machine with such quick set-up that by a retailer, and facilitates stoppage 
short runs are a special delight, The small invest- 
ment is soon repaid and then goes on making money : 
for you instead of someone else. You pay for a sin court recently held an insurance com 
PIONEER whether you buy one or not. Accessories any ne * ae ae ee oP : 
for cornering, slotting and slitting. Send for litera- pany not liable . for a check loss becausé 
ture today, the merchant did not keep adequate rec- 
ords 


P | @) N E E R gn estimated that only one-third of 


1130 NEBRASKA TOLEDO 7, OHIO all merchants exercise proper 


ing and recording checks. This form 


and reissue of missing checks. A Wiscon 


care cash 


For More Information Circle No. 333 meets the record requirement of insur 


a y | ance contracts. Since each customer com 
Eliminate od ential 


pletes his own record slip, store personnel 


D n = , are relieved of this task. Under certain 
a serous, : — conditions, insurance rates for check cov 


4 erage will be reduced 30 to 50%. If use 
Messy je <3 : 
Wires 








Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 


Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. Also Spe- 
cial Lengths. No Installation Necessary. 


x 
Write for FREE Brochure a rig 
ti 4 


CMG INDUSTRIES . IDEAS, INC. | ag ; 
615 South 2nd St., Laramie, Wyoming _ yp Bo F pag: You've 





For More Information Circle No. 334 
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of tlie system lowers losses, further rate 
reductions are 
rated 
acceptable, may be underwritten where 


possible for 
Some 


experience 
risks. risks, not currently 
the system is used. Underinsured parties 
can stop payment on missing checks and 
reduce their uninsured 

On the small 
name, date, check number, bank, issuing 


loss. 

form, customer lists his 
party and, where applicable, credit num- 
ber. Retailers need hold forms only until 
checks have cleared. Samples of the form 
from all offices of Conti- 
nental Casualty Co. and Transportation 


are available 
[Insurance Co. 


Group Relamping Cuts Costs 
relamping can 
General 

engineers 


Group save 
according to Electric 
Lamp Dept. point out 
four immediate benefits from replacing 
lamps in large groups rather than one 
at a time: 

1. Lower labor cost. 
time it 


money, 
Large 


who 


Job is finished in 
a fraction of the takes to re- 
place single lamps. 


STOP guessing - 


2. New lamps give more illumination 
for lighting cost. 

3. Fewer work interruptions. Up to 
100% lamp replacement calls are elim- 
inated. 

4. Longer life for auxiliary equipment. 
Blinking lamps damage starters and bal 
relamping makes _ this 


lasts. Group 


equipment last longer. 
installation of 100 
7500 


10-watt 
hours 
shift 
burnouts in 


In an 
fluorescent lamps, rated at 


or about 1,000 days in a single 
office, there should be no 
the first 200 days. During the second 
200 days, or 40% of life, about 1% should 
fail. After 400 days and in less than 
600 days about 5% fail. 
600 and 800 days, or 80% of life, 20% 
failed. It pays to relamp at 
before 


will 3etween 
will have 
this point or is esti- 
replace- 


cost of 


because it 
that 61 spot 
ments will be eliminated. The 
spot replacing a burned out lamp is usu 
price of the lamp 


mated individual 


ally more than the 
itself. ‘ 
In a breakdown of the average operat 


START saving 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 


ink. No maintenance. Thousands in use in large and 


small plants. 


Now get complete, accurate, documented production 


Write for 


Brochure “F999 


data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway 
Division of HEAT-TIMER CORPORATION New York 12, N.Y. 


For More Information Circle No. 276 
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ing expense for an installation of 40- 
watt fluorescent lamps, most users find 
electricity takes 70% of the lighting 
dollar, labor 20%, and the lamps 10%. 
By replacing established in- 
tervals, 60-85% labor dollars can 


lamps at 
of the 
be saved. 


Meaning of Automation 
ntinued from page 

cept at the present time and automation 
in data processing has not as yet been 
achieved. Encouraging progress is, how- 
ever, being made to overcome the limita- 
tions of input preparation equipment. 

The advantage and limitations of 
automation may be illustrated by an 
“automated” automobile equipped with 
electronic controls which would respond 
to electronic traffic signals and follow a 
programmed route. All of the family, in- 
cluding father, could sit in the rear seat 


save delay — register now 


and enjoy the luxury of a robot chauf- 
feur. However, the robot would be un- 
able to obey the traffic officer’s hand sig- 
nals, stop along the highway whenever 
the family wanted an unprogrammed 
halt to enjoy the scenery, or weave in 
and out of an unprogrammed traffic 
jam. The robot chauffeur would 
have to yield the driver’s seat to a some- 
what reluctant, but much more efficient, 
flesh-and-blood driver. 

The new or “progressive” technology 
has thus far produced three basic types 
of automation: (1) “Detroit auto- 
mation” or “continuous automatic pro- 
duction,” in which automatic machines 
are combined with transfer or handling 
equipment; (2) “feed-back automation,” 
which consists of a self-correcting econ- 
trol system; and (3) integrated data 
processing, in which extensive mathe- 
matical computations are directed by 
programs on tapes or punched ecards. 
In actual applications, any one type, 
or combinations of two or all three types, 


soon 


THE N.O.F.A. CONVENTION 


Hotel Jung—New Orieans—March 28-31 


don’t wait another minute! 


Registrations are pouring in, for the biggest, best, 


and only show devoted exclusively to office 


furniture and accessories! We can see it now— 
long lines of impatient dealers who neglected to send in 


their advance registrations. 


Don’t you be in one of those lines! Send in the time-saving 
advance registration coupon this very minute, 
while you’re thinking about it! Spend all your time 


profitably, at the big new N.O.F.A. Show! 


this is the only show in the world 
devoted exclusively to your needs 
as a creator of fine offices 


You can’t afford to miss it! 


time-saving advance registration 


NATIONAL OFFICE FURNITURE ASSOCIATION 
327 South La Sallie Street, Chicago 4, Illinois 


Please register me and the following members of my staff for the 


1957 N.O.F.A. Convention in New Orieans 


NATIONAL 
OFFICE FURNITURE 














ASSOCIATION 


327 South La Salie Street 
Chicago 4, Illinois 





For More Information Circle 


No. 277 
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may be used. 
Summarizing the various definitions 
now cireulating, Fortune Magazine con- 
cludes that none of them “refers to any- 
thing that cannot be covered by the word 
mechanization—that is, replacement of | , 
men by machines. What complicates good-bye 
mechanization concepts today and has let ist ke! 
automation into the language without mistake: 
clear meaning is, apparently, one fact. 
Two human functions are theoretically 
replaceable—the providing of energy 
and the handling of information. Mech- 
anization has long been replacing the 
first, and now it is replacing the second 
at an impressive rate.” 


Great Britain’s Offices 


(Continued from page 104) “ with A.W.Faber’s 
available for a particular job. This is| | 
well illustrated, I think, in the reception | ! GRASERSTIK 
afforded to the coming of the electronic 
computer. In the first instance, per- : 
sons who: would not be called upon to| PS you erase without 
concern themselves with the workings a trace 
of a computer tried to do so, but this has 
now been succeeded by something far 
more realistic, namely a desire to study 
the practical applications of data proc- 
essing equipment. 

While most applications will arise in 
those organizations employing large 
numbers of clerks, I believe that the 
small or medium sized organization may 
very well fell the impact of data proc- 
essing quicker than is realized in some 
quarters. I have in mind the possible | 
utilization of computer time on a ser- 
vice basis, and this aspect has been dis- 
cussed at several meetings of our associ- 
ation. 

In some quarters in the United King- 
dom there is concern as to whether the 
introduction of electronics may result in 
a mass displacement of office workers.| | 
This fear to some extent arises from a| ym 
lack of knowledge and understanding, A W FABER CASTELL 
and has been encouraged by the more | ouve % 


sensation-seeking type of speaker and | BVINvelmee Mel (em |a\a\:1 actin 
journal. The suggestion that electronics | 


will benefit the clerk by ridding him of ! 





B 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser. 


aah v.6.A. 7099 


BONS 
L SERV 


he 


R ORIGINALS 
ALL 


AND CAR 


FO 


With Without 
brush 20¢ brush 10¢ 





SERS TIK 
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LUCO mes 


years akend in design 


. 


There is a LUXCO Stand 
for every machine... True 
beauty with functional per- 
styled to match 
the new modern ma- 
chines, LUXCO 
every requirement of to- 
day’s mechanized office. 


tection, 


serves 





Model B605 


Model B500 





‘ 


vse LUXCO stands for safe 
¢ solid + silent operation 


1g feature ...make the LUXCO 


the sensational valve in stands 


g - pa Trrs 
SILENT STEEL Exclusive with LUXCO 


all steel parts are insulated to give noise reduction proper- 
ties superior to any other construction 


CUSHIONED GUIDE BARS AND RETAINERS solid, silent 
footing for the machine. Cushioned top gnd bottom to 
absorb machine noise and vibration 


ADHESIVE RETAINERS — CUSHIONED AND PLAIN 


quick positive positioning on any stand or any flat surface 
Chairs and 


PAR 
\ BADGER "tot aa ane 
a inc. 


KING AT FRONT ST. LA CROSSE, WIS. 


Export Department, 25 Beaver St., New York 4, N.Y. 
For More Information Circle No. 177 


A Complete 
Line of 
Stands, Stee! 
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routine work familiar to 
and enable him to do more re 
finds little favor in such 


time-wasting 
us all, 
sponsible work, 
quarters. 

There can be no doubt that the re 
sponsibility for insuring that personnel 
do not fear the new developments, 
with management. If those concerned 
with office management have a good sys- 
tem of communicating decisions to their 
staff, I am certain they will have the 
backing of their employees. If, how- 
ever, the means of communicating de- 
cisions to the staff are poor, the conse- 
quence of fear bred from ignorance may 
result in a lack of staff cooperation, 
probably far worse than we have ever 
known before. 


rests 


[ have already used the word “com- 
munications” but I would now like to do 
so in rather a different sense, namely in 
regard to equipment which we use to 
make contact between individuals in an 
organization, and between organizations. 
Probably one of the most dramatie de- 
velopments in this field recently has been 
the completion of the new trans-Atlantic 
cable between the United Kingdom and 
North America. In the United King- 
dom an increasing use of teleprinter 
communication has been made, and will 
no doubt in due course be a factor in re- 
volutionizing some of our office methods. 
It does seem, however, that we have not 
progressed as much as we think we have. 
For instance, it sometimes takes less time 
for a letter posted in New York to res yer 
London than one posted in the West « 
England, only a hundred miles ene 
Possibly you on the other side of the 
Atlantie have the same thoughts about 
correspondence between San Francisco 
and New York or Montreal and Van- 
couver, but they are, after all, 3,000 
miles apart. 

Apart from advances in telephonic 
and teleprinter communication, there 
have been a number of interesting de- 
velopments in such equipment as dic- 
tating machines and photocopying ap- 
paratus. All in all the pace of progress 
has quickened, and I believe that over 
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the next few years office methods, ma- 
chinery and equipment will change so 
fundamentally that they will be almost 
unrecognizable by the office manager ot 


25 years ago. 


Personnel Management 
(Continued from page 109) 
take the necessary action to maintain 
an economically efficient operation. 
7. Encourage and participate in con- 
tinuous research for the development 
and advancement of new, improved per- 
sonnel administration principles, meth- 
skills and practices; making all 
findings available to others; likewise, 
keeping abreast of the findings of others. 
8. Demonstrate and persuade others 
to accept the values of recognizing the 
development and dignity of the individ- 
ual human being as one of the essential 
factors for success in any enterprise 
and in the American way of life. 


ods, 


Pm>> HEARD 


*, 


THE 


now CALL ALLEWI FOR ALL YOUR 


Y. Develop and promote a spirit of 
cooperative teamwork among members 
of management, owners, employees, 
and those of the general public directly 
or indirectly conneeted with the enter- 
prise. 

10. Accept no remuneration or com- 
pensation from persons whose products 
or services | recommend or use in the 
performance of my functions and ac- 
tivities. 

11. Never use the society or its mem- 
bership for purposes other than those 
for which they were designed. 

To be of greater service and benefit 
for both its members and the whole gen 
eral field of personne! activity, the so- 
ciety holds its annual national confer- 
ence in the spring of each year. Top 
men from industry, education, govern- 
ment, and public life serve as speakers 
or panel participants. Practical work- 
shops and group meetings round out 
the program and give each individual an 
opportunity to share his ideas. Con- 


NEW S ? 


INKED RIBBON & CARBON PAPER NEEDS 


Want the best deal you ever dreamed of —on Allen’s famous low-price high quality 
products? Call now for samples, prices, information — get started with Allen’s top 


PROFIT-PRODUCING service at once! CALL BE 3-2255 or write: 


ALLEN & 


S 


COMPANY 


MANUFACTURERS * A DIVISION OF DIXON CARBON & RIBBON CORP. 
11-13 VANDEWATER STREET, NEW YORK 38, N. Y. 
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New Carbonless 
Forms, Too! 





SSTTATIONERS PRINTERS. AGENTS. 
1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME 
The 1,015 dealers 


lucrative discounts . 
. « « protection on repeats. 
ing (Snap)-Easy money—So can you! Write today. 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y.-- Branch Plant: Denison, Texas 


yy? a ==> 
2 apgay CARBON FORMS 
who sell Snap-Easy Forms get 

. their own imprint on forms 


1,015 dealers are mak- 








For More Information Circle No. 310 
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4s pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 
rub. 


Fold the putty 
upward to origi- 
nal pyramid shape 


& 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to cavse headaches 
or colds. 


To moke neot erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 202 
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ference proceedings are published and 
made available to all members and con- 
ference registrants. 

The sponsorship and co-sponsorship 
of local conferences and institutes is one 
of the primary goals of the regional 
conference committee. In addition, the 
committee aids regional groups to plan 
and conduct such conferences. The na- 
tional personnel institutes committee 
has prepared a manual, offering sug- 
gestions on programming and business 
arrangement, to help personnel 
ciations put on better local conterences. 
Another service, furnished by the na- 
tional speakers panel committee, pro- 


Aasso- 


vides a list of possible speakers avail- 
able for such institutes. 

The employment clearing committee 
is established on a national basis with 
regional subdivisions for ease ot handl- 
ing and expediting placement. Mem- 
bers wishing to obtain other personnel 
assisted in making contacts 
with companies seeking properly quali- 
fied applicants. Companies are aided 
by making available to them, to fill 
personnel openings, the names of mem- 
bers seeking’ employment. 


jobs are 


One of the many services of the so- 
ciety is the accumulation of personnel 
material in 32 different areas. In ad- 
dition to collection of material, arrange- 
ments have been made for the exchange 
of information and material among dif- 
ferent companies. These include many 
of the country’s top industries. The 
materials which have been sent the so- 
ciety are gathered together in ASPA’s 
library on deposit at Marquette Uni- 
versity, Milwaukee. 

Membership in ASPA returns numer- 
ous dividends in the form of profes- 
sional friendship, social contacts, and 
many opportunities to meet and know 
the recognized authorities and leaders 
in your chosen field. associa- 
tions can be responsible for stimulating 
an exchange of ideas of value to you 
and your company. Affiliation with 
ASPA lends you greater professional 
prestige and dignity and ean lead to a 


These 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART So 
A typist, a typewriter wn typing paper 


are all you need to keep your chart up to 
date It’s that simple! 


(aim f 


imait ismey 
BiRGh 8 Giaies)) 


oeis 
OGRE + tee 


| SO a er ae 


* Sizes to Fit Any Organization Siéestere 
¢ All Parts Are Movable and Re-usable 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. 2. 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST, 


For More Information Circle No. 256 





CHICAGO 14, ILL. 





NEW—No. 350 Fireproof Record File 


Equipped with YALE Combination Lock 
Has 25 hanging folders, 15 A to Z and 10 
assorted names. 

This file designed for safe storage of important 
records and papers. Has full 

154"' wall of fireproof insula- 

tion. 

Specifications: Weight; 110 

Ibs., Inside Filing Dimen- 

sions; !9"' long, 127%" 

wide, 1034"' deep. A 

This chest has 

more cu. in. storage 


pensive of- 
fice safes. 
Furnace 
tested for 
one hour at 
1700°F. 

Chest carries 
North Ameri- 
can Safe 
Ass'n class C 
one hour 
label. 


See Our Exhibit: Rm. 550, N. Y. Trade Show Bldg., 
March 4-7, Wholesale Stationers Convention. 


MIDWESTERN SALES CORP. 
INDIANAPOLIS 4, INDIANA 











For More Information Circle No. 258 
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MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 
Will make up to 
12 good carbon 
copies. 





Facsimile Impression 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, Ill. 


For More Information Circle No. 257 


A point to remember 


Apsco’s complete cutter head assem- 
blies make renewal of your pencil 
sharpeners a simple matter. 
Replacement takes seconds. For 
reduced maintenance at lower cost— 


specify APSCO 
a ae, 4 , / 
Apane products: inc 


Angeles, Calif Rock to a 


For More Information Circle No. 259 
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INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
Automatically! 


For information 
write 


ROBOTYPER 


CORPORATION 


125 E. Allen Street « Hendersonville, N. C. 
For More Information Circle No. 219 


CASH REGISTER 


WORLD 
WIDE mri 
SERVICE ¥ 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle > No. 36 362 


BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
. 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 

ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 

EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


We Feature 30 Day Delivery — No Order Too Large 
The Duplicate Forms Co. 


STATION STREET MENTOR, OHIO 
_For More _Information Circle No. 220 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sete 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 221 
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better job for you at better 

Local groups provide 
that 
to do a 


pay. 
many services 
aid the personnel man and woma 
better job in the community) 
affiliation with ASPA makes 
it possible for the loeal group to in 
prove, enlarge and supplement its ser 
with the many benefits derived 
from being part of a national organiza 
tion. Experiences of all loeal groups 
are pooled and made available to eac! 
affiliate. Numerous guides for organ! 
zations, conferences, and sur 
veys are provided to aid the local affil 
late, 


However, 


vices 


programs, 


and the federal! 
handling of matters 
ASPA has 
affairs com 
with all 


To assist local, 
government in its 
in the field of 
established a 
mittee which 
weneles and government 
handling matters affecting personnel ad 
ministration and labor relations. ASPA 
members are recommended for appoint 
ment on various joint committees estab 
lished by government. 

The stimulation of cooperation 
between industry and educational insti 
tutions in the field of personnel is the 
aim of another ASPA committee. It 
helps establish basic courses in all 
phases of personnel Assistance for 
students and industry is attaimed .by 
scholarships and counseling internships. 
These programs cover theoretical or re- 
search aspects of personnel as well as 
actual practices and experiences. Re 
search in the field by students will be 
encouraged by an annual award for the 
outstanding paper submitted to the re 
search committee. 


State, 


personnel, 
rovernmental 
maintains contact 


branches of 


closer 


As one of the stimulating 
interest in personnel matters and per- 
sonnel research, the society sponsors an 
annual essay contest for students in eol- 
and universities. The results have 
most gratifying and the 
have been of the highest caliber. 

ASPA 


own. It 


means ot 


leges 
been essays 
carries on no research of its 
research projects 
by affiliated personnel groups and proj- 
ects on an advisory 


encourages 


basis. Eneourage 
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ment will be given in the form of an 
annual award for the outstanding paper 
on any subject in the field. Separate 
prizes are to be awarded for undergrad- 
uates and for graduate students. All 
outstanding research projects will be 
published by the research committee. 

The American Society for Personnel 
Administration’s board of directors, 
with mailing address Box 1413, Mil- 
waukee, has set up regional vice presi- 
dents. Readers will find it convenient 
to identify their states in this regional 
organization : 

Morton D. Seigel, Stern Bros., New 
York, for Maine, New Hampshire, Ver- 
mont, Connecticut, Rhode Island, New 
York, Pennsylvania, New Jersey, Mary- 
land, West Virginia, Massachusetts and 
Delaware. 

Earl D. MeConnell, Missile Section, 
Bendix Aviation, Mishawaka, Ind., for 
Ohio, Indiana, Illinois, Michigan, Wis- 
consin, Jowa, Minnesota, Nebraska, 
North and South Dakota. 

Edmund fF. Fitzmaurice, General 
Electric Co., Richland, Wash., for Mon 
tana, Wyoming, Idaho, Washington and 
Oregon. 

Christine R. Winston, Markel 
ice, Ine., Richmond, Va., for Kentucky, 
Tennessee, North and South Carolina, 
Florida, Alabama, Virginia. 


Serv- 


Georgia, 

Thomas J. Diviney, Monsanto Chem 
ical Co., St. Louis, for Missouri, Okla- 
homa, Arkansas, Louisiana, Kansas, 
Mississippi and Texas. 

Robert I. Jakus, Jos. Schlitz Brewing 
Co., Van Nuys, Calif., for Colorado, 
Utah, Nevada, California, Arizona and 
New Mexico. 

With the American Society for Per 
sonnel Administration’s ninth confer 
ence to be held in Richmond, Va., April 
22-24, optimistic plans are being form- 
ulated for a meeting of personnel di- 
rectors and labor relations managers 
eager to exchange professional thinking 
and broaden personnel techniques so all 
may be better prepared to understand 
and solve the complexities of this chal- 
lenging responsibility. 
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Fonnies 
a Year 


FOR RECORD. STORAGE 
with LIBERTY BOXES 


Ey, 


Keep inactive records.safe, clean and 
neat with Liberty Storage Boxes: You'll 
find them sturdily built...and so eco- 
nomical. The cost of a Liberty Box over 
oa téfevear period figures out at just 
pennies a@year! Write today for free 
catalog—find, out how Liberty Boxes 
can héipyou lower record storage costs. 


Sold by stationers and office equipment 
d from cost to coast. 


BANKERS BOX COMPANY 
2607 North: 


th 25th Avenve + Franklin Firk, Illinois 


» » re 
For More Information Circle No. 293 


3 PHONE PROBLEMS 


SOLVED——, 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 











For More Information Circle No. 294 
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f the Industry 





Smith-Corona Vice Presidents 


El ion of three vice 
Smith-Corona Ine., was announced by 


L. Smith, president: 


presidents oOo! 
wyn Emerson E, 
Mead, executive vice 
schmidt 
Corona director and executive 
Edward F., 


president of 


president of Klein 
Laboratories, Ine., and a Smith- 
committee 
member; Kleinschmidt, vice 
Laboratories 
Edson 


manager in 


Kleinschmidt 
and also a Smith-Corona director: 
G. Moshier, 


charge of manufacturing at Smith-Corona 


; 
general works 
plants in Syracuse, Groton and Cortland, 


Mi Xs 


Monroe Sales Executive 


Donald G. Nelson 
was named 
manager for 
counting machines 
of Monroe Caleulat 
ing Machine Co. 
The appointment 
has been announced 


1 


by Fred R. Sullivan, 


company president. 
Creation of the new 
iS : , Donald G. Nelson 
post is in line with 
this 


introduction of 


plans for expansion year, and ¢co- 


incides with the several 


new models ineluding the President ac 


counting machine. 


Underwood Executive Committee 
Joseph ms 


Bros., was 


Thomas, partner in Lehman 
elected 
ecutive committee by the board of di 


chairman of the ex- 
rectors of Underwood Corp. Also elected 
to the executive committee were Reeve 
Schley, chairman of 


Fred M. 


Underwood’s board: 


Farwell, president; Robert L. 


202 


board of 
Express Co. and Dudley H. 
chairman of the board of Discount 
New 
addition to its 


Clarkson, chairman of the 
\merican 
Mills, 
Corp. ot York. The executive com 
mittee, in regular fune 


tions, will assume the functions of the 
former finance committee of Underwood’s 


Philip D. 


executive 


hoard of directors. Wagoner, 


former chairman of the com- 
mittee, after completing 60 years in ac 
tive business, was elected honorary chai1 

an of the board and will continue as a 


director. 


Friden Systems Sales Manager 


Lind 


gren was appointed 


Robert U. 


sales manager, Svys- 
tems Division of 
Friden Caleulating 
Machine Co. ac 
eording to he B. 
Tavlor, Vic presi 
dent and = general 
] 


saies 


manager. As 
manager of the Com- . 

‘ Robert C. Lindgren 
r Division 
during the last two years, Mr. Lindgren 
supervised engineering, manufacture and 
sales of this new 
that the 


velopment 


product section. Now 
from the de- 
into full-scale produe 


firm has moved 
stage 
tion and distribution of integrated data 
products, he will devote his 
effort to The 


Friden Systems Division ineludes, in ad- 


processing 
entire sales management. 
dition to the Computyper, numerous other 
[DP Pro- 


gramatiec data 


instruments as well as the 


Flexowriter and other 


writing and tape producing machines 


made by Commercial Controls Corp., 


Friden subsidiary. 
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choose from 
over 1,804 different 
styles, colors and 
‘sizes of 
Static-Free Stencils! 


re 


I’M SURE YOU’LL AGREE e 
WITH ME THAT THIS IS 
THE BIGGEST LINE OF 
STENCILS IN AMERICA. FOR 


* 
w 
e 
a 
YOU THIS MEANS YOU’LL ALWAYS ay 
o 
\4 


HAVE A FRESH STENCIL IN THE 
SIZE AND STYLE YOU WANT. 
a oe” 
a PTT le 


You name it! We have it! Great big stencils, 
little stencils; standard stencils, foreign machine 
stencils; quality grade stencils, economy grade 
stencils; film ‘stencils, plain stencils; standard 
guide lines, special guide lines; stencil negatives 
for multilithers; Formographed church and music 
stencils; and stencils for water base inks. If we 
don’t have it, we'll make it up for you. No 
matter how you look at it, you will find the 
stencil you want at your SURE-RITE dealer—or 


write for our new explanatory catalog. 


NEW —now all SURE-RITE Stencils are 
specially processed to be Static-Free! 


can Stencil Mfg. Co. 


2714 Wainut St., Denver, Colo., Phone AComa 2-2714 


1N THE MID-WEST, CALL YOUR LOCAL PANAMA-BEAVER MAN—ALWAYS A LIVE-WIRE. 
(N THE EAST, CALL TRU-RITE, INC., 116 BROAD STREET, NEW YORK, NEW YORK. 
For More Information Circle No. 176 
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Bound Records are (ruatded Recorts 


with SMEAD 
Proposal Covers! 


Stock covers to serve 
your requirements 
...or specifically 
designed covers 

fo serve your 
particular needs. 


Smead paper fas- Smead's line of Proposal 
Senne wae’ ‘Sur Covers, in new grain and colors, 
nished in either the 


: ' ; 
rea Oe is adaptable to all presentation 
two-piece style. purposes: — Reports, Sales 
Covers can be fur- Manuals, Price Lists, Catalogs, 
nished in a_ stiff ° 

Audits, Students’ Use, etc. The 
two-ptece press 
board style cover Choice is big enough to answer 


or a flexible one- any need. 
piece style. 











Smead invites dealer inquiries for Custom Built Covers which are 
available in silk screening, embossing, stamping or printing. Ask for 


Cover Circular C.L.55. 


THE Smead MANUFACTURING CO. 


HASTINGS, MINNESOTA ° LOGAN, OHIO 





For More Information Circle No. 223 
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Heads International Division 


Carl P. Ray, vice 
president, has been 
head of the 
International Divi 
sion of Underwood 
Corp., W. G. Zaeng 
lein, executive 


made 


V ice 
president, an 

nounced. Mr. 
will be 


Rav 
responsible 
Carl P. Ray for manufacturing, 
sales and service of 
Underwood’s foreign subsidiaries and for 
the sales and service among the 
panyv’s dealers in 600 cities outside the 


U. &. He 1937. 


com 


joined Underwood in 


NOFA to Show Model Offices 


When the llth Annual 
the National Office Furniture Assn. con 
New Orleans on March 27, a 
feature of the exhibit area will be four 
model installed by 
NOFA chapters. Two in wood are 
designed by the Boston and Los Angeles 
Chapters, two in steel by the Detroit 
and New Orleans Chapters. The exhibit 
hall, in the Municipal Auditorium, will 
be a scene of exotic tropical beauty, with 
banks of banana trees, plant 
ings and fountains. Other exhibits will 
include the Upholstery Leather Group’s 
$40,000 display of new pieces in leather 


Convention of 
venes in 


offices designed and 


being 


azaleas, 


The year's first new listing on 
the New York Stock Exchange 
was Marchant CaSculators, Inc. 
The company's common stock 
was admitted to trading Jan. 
2, opening at 37/4. G. Keith 
Funston (left), Stock Exchange 
president, and Edgar 8B. Jessup 
(right), Marchant president, 
are shown on the Exchange 
floor with Francis G. Lauro 
and Willard S. Irle, specialists 
in Marchant shares. 
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upholstery. The Correct Seating Institute 
will operate a Seat-O-Meter which meas- 
ures the human contour when seated and 
indicates the best type of chair for work- 
ing, relaxing and resting for any indi 
vidual. The record-breaking response has 
resulted in a complete sellout, according 
to John 
NOFA. 


of new 


R. Gray, executive director of 


This will guarantee a maximum 


products and stimulating ideas 
for the more than 3000 who are expected 


to attend. 


3M Reduces Tape Prices 
The fifth within the 
past three years was announced by Minne 


price reduction 


sota Mining and Mfg. Co. for its com 


mercial size rolls of Seotch brand cello 


phane tape. This most recent price drop, 
brings the average cost for 2592” long 
rolls down approximately 10%, and down 
1296” 


parent cellophane tape is affected. 


6.3% for long rolls. Only trans 


Cole Steel Pension Plan 

A pension and life insurance plan for 
employees of Cole Steel Equipment Co., 
Scheinman, 


president. The plan, paid for entirely by 


Inc. was announced by S. T. 


the firm, is for employees who are be 


who have been with 
the firm for three years or more. It pro 


vides for pension at the age of 65 and is 


tween 30 and 60 


based upon the maximum compensation 





~ 
Sheor¥ 
OORCK ALRT of the employee at his or her 55th birth 
day. The benefits for employees will be 


in addition to those of social security. 
Mr. Scheinman stated that it was only 
fitting that the plan be announced on 
their 25th Anniversary and on the closing 


of the biggest year in the firm’s history. 


Business Show Catalog 


A comprehensive collection of litera 
ture describing oftice equipment and SVs 
tems exhibited at the 1956 National Busi 
ness Show is now ready. This 1956 edi 
tion of the National Business Show Cata 





log provides specific data on most of the 
114 different product Classifications dis 
plaved in the 365 exhibits in the show. 
This volume measures 8%” by 1114”, is 


2%” thick, and weighs more than 11 


. lbs. Copies can be obtained, as long as 
Answer the Wraps lasts, by writing the National 
4 


Problem in Offices Business Show, 33 West 
and Waiting Rooms 


the supply 


2nd St., New 
York 36, N. Y. 


These efficient VALET 
Racks keep wraps off wait- 


ing room chairs, aired, 
dry and in press. Hold ©000000000880880 


coats spaced apart, a - e 

umbrellas and overshoes. H ] 

Accommodate 3 persons elp your : 
per running foot. Come in e 
lengths of 3 ft. 3 in. or longer e 
by the foot. The S-6 Office e 
Valet costumer accommodates ° 
6 people—ends piling of gar- 
ments on others. Will not tip 

Tees oh : 

furniture steel. Smart in mod- 
. ern baked enamel fin- | 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 


over. Built for life-time serv- 
ice of heavy gauge, welded 
Write for Bulletin OV-10 


VOGEL - PETERSON Co. 


624 So. Michigan Ave., Chicago 5, Ill. 
For More Information Circle No. 332 
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New office building of Do-More Chair Co. which will adjoin their factory in Elkhart, Ind, The 
building was designed by Raymond Loewy Associates and is expected to be completed by 
July |. 


Another Holland Friden Plant 


Friden Machine Co. has 


factory in 


Caleulating 
acquired a small Nijmegen, 
Holland, for assembly of the firm’s line 
of 10-key Anothe1 
plant, now in full production assembling 
caleulator machines, is located at Wagen- 
Holland, miles from 
Nijmegen. Vice president Philip R. Sam- 
well, in announcing the plant, said its 
purpose is to enable Friden to test sales 
potential of the Friden adding machine 
in Kurope. 


adding machines. 


ingen, some 20 


Dictaphone Vice President 
Frederick W. 
Dictaphone Corp., in 


Roberts, who 
1941 
for seven senior 
Warner Brothers 


was elected Dictaphone’s vice president, 


joined 
after serving 


vears as project engi 


neer at Pictures, Ine., 
in charge of engineering and research ac 
cording to C. K. Woodbridge, chairman 
of the board of directors. 


American Photo Labs Expands 


Photo 
facturers of Precise trimming boards and 


American Laboratories, manu 





SAVES SPACE, 
TIME—LABOR—MATERIALS 


a. 7/7/71 


|= 





a 


Plastic “SELF-INDEXER’’, 
(shown above), becomes . . . 











Any Card Inserted Into 
AICO’S Transparent... 


FREE! 


Write Dept. 70, 
for free sample, 
literature, and 
name of your 
nearest supplier. 





INDEXES 





An Index Guide 
At Guide Height! 


It’s The 
NEW, FASTER 
More Economical Way 
To Index 
Your CARD FILES 


With AICO’s new, transparent, plastic, 
“‘Self-Indexer,”* you can make an Index 
Guide in seconds, out of any card in 
your file. Just slip the ecard into the 
top, double-lip and the bottom slot in 
the “Self-Indexer”. The Combination 
becomes an Guide, at 
height, 34” above the other 
Made of heavy gauge plastic; 
chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special 


sizes 


Index Guide 
ecards. 


won't 


order, to 
Prices on request. 


made to your specs. 


44-16 23rd St., Long Island City I, N. Y. 
426 S. Clinton St., Chicago 7, Illinois 
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Graf-Lok surec ca: 


for Records in Constant Use 


ae | 
ANGLE ON 
\ 


*euneees®> 7 
C3 ‘22 


SLIDE SIDEWAYS 
METAL SIGNALS 


: : 

A u -V 1S © for Vertical Records | 
— 

ia ee ; 








METAL SIGNALS 


for Visible Systems 


09 02 08 06 


i C e | | u g . af TRANSPARENT 





SIGNALS 
for Visible Systems 


' Also a full line of Maptacks-Map Flags 

| Free Descriptive Folders Sent on Request 

| GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. | 
se ar ee a ee 
For More Information Circle No. 288 
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photo enlarging easels, are located in new 
2511 W. Moffat St., Chicago 
17. Both factory and offices are located 
This move, after 20 
years at their former location, was neces 
the for 
their products. 


quarters at 
at the new address. 


sitated by increasing demand 


Multi-Language House Organ 
Akt. Addo. 


machine manufacturer, 


Swedish office 


issued its 


prominent 
has 
1956-1957 house publication, ‘‘ Figures.’’ 
This magazine is printed in five differ 
ent 
reported from 


language editions with items 
Addo countries 
all over the world. A copy of this attrac- 
tive booklet can be had from the Adver 


tising Dept., Akt. Addo, Malmo, Sweden. 


news 


agents in 


Rudolph Lang Elected 

Rudolph Lang, managing director of 
the National Show, 
elected president and director of the Ex- 
Assn. 


Business has been 


position Management 


Clary Corp. opened its new plant at Rastatt, 

West Germany, last month. Above, |. to r., 

are Wilhelm L. Hermann, general manager 

of the new factory; Joseph M. Klein, head of 

Clary's international operations; and Hugh 
L. Clary, president. 
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Prove it to yourself!!! 


Duplisette °- 
— WV 3 


SECOND-SHEET & / 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 8% x 11 in white, 
canary, pink, blue & 
green. 


Send for FREE 
SAMPLES—today! 








DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N. Y. - WOrth 6-1454 9m 


Wilhelm DreusickezCo KG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 


BERLIN W35 LUTZOWSTR 3 


WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 232 
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PACE SAVER 
secra-type 
by WORDEN of HOLLAND 


252—ST 
52 x 32 


A complete line of 
office desks, chairs, 
holstered furniture. 


Write for catalog and details. 


the 


HOLLAND MICHI 


commercial 


and 


type 
leather up- 


WORDEN company 





RITE-LINE copyvuoiper 


@ SAVES EYESTRAIN 





e TAKES COPY UP TO 20° 
¢ PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION ¢FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 
4209 39th St.. N. W.,. Washington 16. D. ¢ 


For More Information Circle No. 233 
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REVISTA DE EQUIPOS PARA OFICINAS 


MANUFACTURERS / EXPORTERS 
TO LATIN AMERICA 


Annually the entire Latin American continent will absorb a very 
impressive volume of your products, There are 19 countries in Latin 
America where all the office equipment and stationery importers, 
distributors, dealers and larger users receive La OFICINA. They keep 
it, refer to it as a guide and reference all year long. 

The need for all office products in Latin America is increasing steadily 
as business and industry develop. Tell these prospects and customers 
about your products in the 1957 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your advertising in La OFICINA 
is basic to establishing and building a profitable Latin American trade. 


Write How! 
OFFICE PUBLICATIONS COMPANY 


232 Madison Avenue New York 16, New York 
Circulation—10,000 


For More Information Circle No. 254 
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New Quarters for Aigner 

Aigner Index Co. doubled its present 
space with the purchase of a new build 
14-16 23rd St., Long Is 
City, ex; 


and manufacturers of 


ing located at 
distributors 
Aico 


specializes in 


land Licensed 
Products, 
Aigner Index Co. loose 
leaf tab indexes of all descriptions. They 


were formerly at 97 Reade St., New York. 


Export Promotion Manager 


The appointment of Robert R. Everett 


as sales promotion manager for Latin 
America in the 
Marchant 
nounced by Wesley E. Jenkins, vice presi 


dent and 


export department of 


Caleulators, Ine., was an 


general sales manager. Mr. 
from the 


Francisco dis 


Everett was sales 
staff of 


trict office. 


promoted 
Marchant’s San 


Fred Baumgarten Expands 


Fred Baumgarten has opened his new 
showroom, warehouse and office at 1000 
Virginia Ave., N. E., Atlanta, Ga. The 
company distributes na- 
variety of 


imports and 
wide 
and gift items. 


tionally a stationery 
A large distribution or- 
ganization is maintained which operates 


from coast to coast. 


Edison Merges with McGraw 
Thomas A. 


meeting, gave 


Shareholders of 


Inc., at a 


Edison, 
special final 
stockholder approval to a plan to merge 
McGraw Electrie Co. of Elgin, Ill. 


The combined companies will be 


with 
known 
as MeGraw-Edison Co. 


NOMDA Convention Chairman 
Charles Chappell, long time member of 
National Office Machine Assn. 
was named Pittsburgh chairman of the 
organization’s 1957 Convention and 
Trade Exhibit being held June 
3 at the Penn-Sheraton Hotel. 


Dealers 


30-July 


New Products Director 


Lewis P. Naylor, general sales man 
Ozalid Aniline & 


Film Corp., has been named director of 


ager of Div., General 
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new distinction in metal seating 


There is Nothing 


Finer in Metal 


M -6500 
Deluxe Arm 
Revolving 
Chair 


the CONSUL GROUP 


Here are two beautifully-styled matching chairs 


featuring luxuriously higher and larger backs for 


greater comfort. Used in office ensembles, these 


iirs make a strikingly modern group of outstand- 
ra auty and utility. Seat cushions incorporate 

Marshall-type spring unit, b ip-covered and 

ned with hair pad; back rest and arms are 

ith air foam rubber. Every detail of 

a tyling speaks of superior quality 


the CONSUL Group, you offer the 


netal sea g 


M -5500 
Deluxe Side 
Arm Chair 





METAL-LUX 








Write for complete details today 


MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 12, Illinois 
For More Information Circle No. 317 
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with the amazing 


je 


* Typewriters 
“e Billing Machines 
* Adding Machines 
* Addressing Plates 
* Marking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Typists ond business 
machine 
*Norto Plastic Type Cleaner 
it's @asy to use—no mess 
= no liquids to spill 


operotors want 


© somple 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 
For More Information Circle No. 315 


INVESTIGATE 
Before you BUY 
Visible Equipment 


Reasons 
with : 
517-Na-Llok ® 


). Pocket with wire 
cet lug f on 
Frictionless s 
~ Perfect 
4 suspension 
5. Group of 
6. Greatest 


tight to 


. Positive 


Ease of insertion 


PATENTED 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport,. Conn 


Please send free Booklet on SIG-NA-LOK. 
Name 
Company 


Address 


For More Information Circle No. 364 


new product Walter A. 
the 


is keyed to the company’s expansion pro 


development. 


Hensel, general manager, said move 


foram, 


Burroughs Appoints Poe 


Poe as assist 


Appointment of Burl F. 
ant 


general sales manager of Burroughs 


Corp., was announced by Ken T. Bement, 
general Mr. 


salesman at 


sales manager. Poe joined 


Burroughs as a Knox 
1941, 
1946, 
ernmental 
1949. He branch 
in Grand Rapids in 1951. 


junior 
senior sales- 
to 


Detroit in 


ville, in became a 


man in and was assigned gOvV- 


sales 


promot ion in 


was named manager 


Datamatic Names Miller 


Frederick G. Miller has been appointed 
manager of field service operations for 
Datamatic Newton Highlands, 
Mass. Mr. Miller will have responsibility 
Tor 


Corp., 


customer installations and the firm’s 
field 


association 


activities. 
he 
installations 
RCA, 


nationwide maintenance 


Prior to with Datamatie, 


was in charge of 


field 


computer 
and engineering Tor 


Phillip D. Wagoner Retires 


Wagoner 


administrative 


full- 
with 
was 


ceased his 


Phillip D. 


time active service 


Underwood Corp. on Jan. 1 and 


elected honorary chairman of the board 
He 


with 


of directors. his business ¢a- 


began 


reer in 1896 General Electric when 


that company was doing an annual vol 
12 dollars. 


as president 


After serving 
Vehiele Co., a 
Mr. 
Wagoner was elected president of Elliott 
1918. In 1926 he 


strumental in acquiring Sundstrand Corp. 


million 
of 
subsidiary of 


ume of 
General 
General Eleetrie, 


Fisher Co. in was in 
and the following vear amalgamated El- 
liott Fisher with Underwood Typewriter 
to 
he served as president 


Co. form Underwood Corp. of which 


1945 
board. 


when 
Until 
active adminis- 


until 


he became chairman of the 


recently he continued in 


trative service. 
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Annual Office Management Forum 


mtinued from page 100) 

There are a number of pieces of of- many others, are interested in any ma- 
fice equipment in the non-electronic chine which will reduce the workload 
field that show very little if any im- of our office help in matters of repeti- 
provement in many years. The lack tious detail: adding machines, calcula- 
of these improvements is causing us a tors, payroll systems, duplicators and 
great deal of concern because we are metered mailing machines. In addition 
stymied in improving some of our office to our interest in obtaining these aids, 
procedures, as a few minor things can- we maintain an attitude of watchfulness 
not be done on the non-electronic equip- to procure the best for the least money. 
ment. Yet, because of our type of opera- GORDON BOUCHER, Electroformex 
tion we cannot justify going into the Laboratories, Franklin, Mass. 
larger and more expensive electronic 
installation —W. W. STEGMAN, Con- 


troller, Mredtiter Mfg. Co., Naperville, Non-Electronic Equipment 


Mi. We expect to maintain our usual level 


of office equipment purchasing, and I 

Young Office Has Growing Pains believe that all smaller offices will con 
tinue to purchase equipment in the non- 

Being a young firm, we have only ar-_ electronic field, particularly as improve- 
rived so to speak, at the point where ments are made in this type of equip- 
our office needs are apparent. We, like ment each year. Individuals require 


ATTEND THE 








10TH ANNUAL SOUTHERN CALIFORNIA BUSINESS SHOW 


Sponsored by the Los Angeles Chapter of the 


NATIONAL ASSOCIATION OF COST 
ACCOUNTANTS 


February 19, 20, 21, 22, 1957 
Ambassador Hotel Los Angeles, California 





For More Information Circle No. 337 


ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 

— Sold through our Dealers only. . . 
— DEALERS: Liberal Discounts — Delivery you can depend 
~~ on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Ark. 


INTERNATIONAL BUSINESS FORMS 
2 ih ¢ Sk 86 £2477 € 
FORMERLY ARK-N-SETS, INC. 
1600 E 26TH STREET . LITTLE ROCK, ARKANSAS 














For More Information Circle No. 365 
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FAST!! SAFE!! 


FILING AND FINDING 
USE 
ATLAS VERTICAL 
FILING SYSTEMS 
FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
For More Information Circle No. 249 


TYPEWRITERS 
ALL —, 


a, 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
& 

REGAL TYPEWRITER COMPANY, INC. 

200 HUDSON ST., NEW YORK 13, N. Y. 


For More Information Circle No. 250 


Fem sen 


PLAIN OR PRINTED TO FIT YOUR SPECIAL NEEDS 


Smith 
PROJECTING SIGNALS 


Quality 
Size 


Service 








Charles C. Smith, Inc, 


EXETER, NEBRASKA 





plete | j 
For more than 5U years, a complete line of 


| time-saving signals and indexes 
lacs 


“For More Information Circle No. 251 





@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 
**BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 


“*DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German 


combine 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. . New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 252 
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special training for their jobs with elec- 
tronic equipment which limits the opera- 
tion of the equipment to a few key 
people. This is a disadvantage in a 
small office where each employee has 
many tasks.—MYRTLE E. SPIEGLER, 
City Clerk, City of Elgin, III. 


Systems for a Smaller Manufacturer 


We expect to maintain our usual level 
of replacement of office equipment in 
the foreseeable future and our feeling 
is that the use of the newest, and best 
available equipment, holds down over- 
head and permits us to operate with a 
degree of efficiency with a small group 
of personnel. 

The type of office equipment, 
tems, etc., that, in our. opinion, is due 
for expansion in small industries, is a 
simplified but effective system of pro- 
duction control, also that of maintain- 
ing purchase price record books for 
requisition and inventory pricing (not 
necessarily a perpetual inventory sys- 
tem). The existing types of 
are either too complex or burdensome 
for use of small manufacturing com- 
panies.—J. H. WRIGHT, Bellows Elec- 
tric Sign Corp., Akron, Ohio. 


sys- 


systems 


Make Better Use of All Machines 
We 
office equipment purchasing in the fore- 


plan to maintain the level of 
seeable future. The shortage of quali- 
fied office personnel has caused us to 
use every possible mechanical means to 
handle our increased business with a 
reduced work force. Actually, we be- 
lieve that all types of office equipment 
can be used to greater advantage when 
studies are used to develop ways to 
efficiently integrate the mechanical 
operation. It would be helpful if sales- 
men took the trouble to learn enough 
about the prospect’s problems to bring 
constructive ideas on how their product 
might be used to solve them.—JAMES 
F. KEATING, Secretary, Hartford Ac- 
cident & Indemnity Co., Hartford, Conn. 
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TRY THIS 
MODERN WOOD BLOCK 
STAMP PAD! ...... 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 
Pad surface is always flat and 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


PrReE SAMPLES) gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


aa (=) 
* ‘ yo fi 
4 veorrrs C.tae-reint 
Trecwarrece Ooo ttaue 
CaRBOw Parte 


a8808 rans 


PROCESS / CO. 192 mit st., rocuester 14, NY 
For More Information Circle No. 287 





The world’s smallest 
and most economical 


vache... QUIF 
machine... 


GREAT BARRINGTON, MASSACHUSETTS 
For More Information Circle No. 311 


- 

Sapd ¢ pred 
It is a machine that 

will absolutely prevent 

the mutilation, altera- 

tion or forging of the 
figures in checks and 

other valuable securi- 


ties, (Model G) 


Nippo Machine Industry Co. Ltd. 


Tenjin-cho, Nishi-ku. Yokohama, Japan 





s EEL Ed tached 





' 
' 
3 


Vecceecccras 2 awemnnrs 665 am a 


For More Information Circle No. 312 


ER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
: Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


For Your Annual 











For More Information Circle No. 313 


ROTARY 
FILES 


Ov 
2 150 models available 


record 
1x14) 28 


from 5,000 to 
Der unit 


THE WORLD'S 
LARGEST SELECTION 
OF MOTORIZED & 
MANUAL FILING 
EQUIPMENT. 


SINE COUIPMENT 


One unit ph 
olds 
different record Pa 


For More Information Circle No. 314 
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Many Machines Bore Employees 


In our expanding business we have 
found it necessary to progress from add- 
ing machines to calculating machines 
and, in the foreseeable future, to a pay- 
roll machine that would handle all cal- 
culations starting with the number of 
hours. Our volume does not warrant 
bookkeeping machines but we do 
the nearest system to them: the Todd 
Hadley system of multiple copy account 
ing. 

Where sufficient detail vol-’ 
ume, I do that accounting ma 
chines can increase efficiency and elimi 
nate many many ma- 
chines can make office work a bore for 
the employees and there may be a loss 
of interest and likewise efficiency on 
their part. — TRAVERS O’ROURKE, 
Concrete Conduit Corp., Corona, N. Y. 


use 


there is 
believe 


errors, but too 


Will Buy Less Than Normal 


It is anticipated that, in so far as out 
company is concerned, purchases will 
be smaller than normal. This results 
from a sufficient quantity in good con- 
dition now being on hand. Only in case 
of considerable expansion would it be 
make large additions. 

Management can profitably invest in 
equipment that is readily adaptable to 
automation.—J. W. COPELAND, Treas- 
urer, Potter-Shackelford Construction 
Co., Greenville, S.C. 


necessary to 


Equipment for Small City 


Reproduction of letters, land descrip- 


traffic accident 
companies, 
matters. After studying 
THE OFFICE, we selected 
unit, and recently added a 
We now turn out a pho- 
traffic accident report in 
We recently reproduced 
a document from files and had it on the 
Mayor’s desk while he was still talking 
We this illus 
more typical of the 


and 

insurance 

troublesome 
the 
a photocopy 
unit. 
tocopy of a 
two 


tions, reports for 


were always 
ads in 


second 


minutes 


on the telephone cite 


tration as being 
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Biggest Ball Point WRITING Year... 
Biggest Ball Point ERASER Year! 


Today, when almost everybody is going for ball point writing, 
almost everybody is going to do more ball point erasing! 


” 
- 


It takes these erasers of special texture by Weldon Roberts to 
cleanly erase ball point ink and lead. Your stationer has these 


_ 


STYLES & SIZES FOR ALL BALL POINT USERS 


PEN-PENCIL 





BALL POINT 
Weldon Roterlh Gnanen 


No.380 MADE In USA 








fo. 138 PAPER- 

aes - WRAPPED BALL 

POINT ‘'ERASER- 

A BALL POINT JET. NO. 838 WITH POCKET PENCIL". Con- 

CLIP. NO. 8380 WITH WHISK BRUSH. Bali venient pull-string 

A BALL POINT point eraser in stick form, in attractive, trans peels off paper 
NO. 380 


parent plastic holder. Holder tip unscrews so spiral wrap for easy 


2144): aa pen 


ee 
ME 


eraser can be moved out- pointing. 
Handy elliptic shape ward, Not a_ mechanical 
conveniently fits the gadget. Refills, of course. 
fingers. (No. 838R). 


ORDER TODAY! 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 
For More Information Circle No. 271 





fiamann 300 


a four-operation calculator with 


simplified keyboard 
touch-operation 
double-back transfer 
automatic division 


For further information folder No. 1404E 


De Fe We oprurscue retepHonwerke UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR 


For More Information Circle No. 272 





>’ 


If you spend 50c or more a year to always 
have shiny clean type INVESTIGATE 
"Dee-R-Tee" used for years in large offices 
like Dun & Bradstreet, N. Y., Royal Ins. 
Co., N. Y. and Provident Trust, Phila. 


oa ceiue: ° CORPORATION 
BOX ANSDALE, PENNA. 


For More information Circle No. 205 


GINGHER 


WARDROBE RACKS 
for the organized office 


An office can be only as effi- 
cient, and a waiting room only 
as neat, as its furnishings per- 
mit, Nothing detracts so much 
as coats and hats dropped on 
chairs or hung on old-fashioned 
hall-trees. A line to Gingher 
will bring a quick solution to 
your problem. 





30 SECOND ASSEMBLY 


No nuts, bolts or screws. In- 

sert upright post into base and 

slide top over post. Sturdy and upright; no 

wobble, Units can be locked together instantly 

side by side and/or back to back or changed 
to any desired arrangement. 

Many other designs 

and capacities avail- 


able. 
Send For Literature 
DEPT. O-17 VALETS 


314-328 DEPOT ST., SCRANTON 9, PA. 
For 


218 
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YOURS 
FREE! 


GIANT NEW 


1957 ALVIN CATALOG 


84 pages of the most complete line of ... 


e Drafting Materials 
e Drawing Equipment 
e Measuring Devices 


e Drawing Sets 
e Drafting Instruments 
e Designing Aids 


This new fully illustrated catalog is chock 
full of practical merchandise for engineers, 
draftsmen, architects, designers, students, 
etc. 


See complete Alvin line at your local dealer 
or write for further information ° 
TODAY! 


ALVIN & COMPANY, 


Windsor, Connecticut 


INC. 





For More Information Circle No. 207 











THE BEST 


Every Office needs them 
Alert Dealers SELL them 
J PEEDRITE 
Chechwriter 


Ernor-No 





Copyhalder 


Habl Wektey 


COMPANY, INC.- ROCHESTER 20, N.Y 


40 MT. HOPE AVENUE 





For More Information Circle No. 208 
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modern equipment for municipalities of 
our size (50,000), rather than punched 
card equipment. 

This year, management can _ profit- 
ably invest in modernized bookkeeping 
machinery; addressing, duplicating and 
microfilming equipment.—LAWRENCE 
M. BAILEY, Controller, City of Lincoln 
Park, Mich. 


Standard Machines Still Needed 


We do expect to continue our usual 
level of office equipment purchasing for 
several years to come. Without a doubt, 
progressive managements will investi- 
gate new equipment, machines and proc 
esses during 1957. However, I do not 
feel that the day of “standard” office 
machines and equipment has passed. 
In fact, even with automation invading 
the office, the need for desks, chairs, 
adding machines, and typewriters will 
continue, 

Here at State Farm we have already 
placed 15 IBM 650 machines into op- 


et etcaeice teen iteeliceadlieeetceeettonediceentiataiatineatiestioed ameiecedamaeia 


CODO MANUFACTURING CORPORATION |! 
401 Wood St., Pittsburgh 22, Pa. AT. 1-3952 


e,ation. These are used for accounting 
and statistical operations, as well as 
for automobile underwriting and pre- 
mium calculations. But we still use a 
wide variety of less spectacular equip- 
ment, and should continue to do so for 
many years to come.—ROBIN LEATH- 
ERMAN, Purchasing Agent, State Farm 
Insurance Companies, Bloomington, III. 
(To be continued in Marci 


National Conference 
& Exhibit Calendar 


Personnel Div., American Management 
Assn., Palmer House, Chicago, Feb. 13 
15, 

Southern California Business Show, An 

Hotel, Los Feb. 19 


bassador Angeles, 


99o 


American Man- 
Hotel, New 


Electronic Conference, 
agement Assn., Statler 
York, Feb. 25-27. 


Western Joint Computer Conference, 


( dd. SUPER-KOTE 
o CARBON PAPER 
with the CODO-CHROME treatment 


and 
{ db, , EXCLUSIVE 
0A CARBON GRIPPER 


Nothing else equals this combina- 
tion for superior impressions — and 
it is available only from Codo! 


Address.. 
Se 
| State... 


I si caincmstaelleedbanenhidiniacheusapaniitmenainel 


Zone 


~ 
| 
| 
| 
! 
| 
! 
I 


Type name on your letter- 
head for free samples. 


TRY THEM! ’ 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name. 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 











BLS 
For More Information Circle No. 227 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


G2-25-15 / 
é f 
O° 


C2-201L 








e PROMPT AND EFFICIENT SERVICE GUARANTEED 


Send f ogue POST FREE 


e C F 

TYPEWRITER SUNDRIES CO. LTD. 

Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA 
For More Information Circle No. 228 




















PAYCHECK “OUTLOOK” 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck “Outlook Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations, 


Send tor Sompies and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlock” Envelopes 
1001 W. Washington Blyd., Chicago 7, Ilinors 


For More Information Circle No. 229 


INDIANA 


UNDER-COUNTER 


CASH DRAWERS 


assure profit 
... for you! 


4 
Fast-Moving 
Models 


Model R-1 
(illustrated) 
Has removable 


metal money tray 
with lock-on lid. 


° FULL 
DEALER 
DISCOUNT 


Drop shipment made — no stock to carry. A_ product 
of highest quality Indiana Hardwoods. WRITE 


INDIANA CASH DRAWER CO. 
P.O. Box 236-B © Shelbyville, Ind. 


For More Information Circle No. 230 





Statler Hotel, Los Angeles, Feb. 26-28. 
Office Management Assn. of Chicago, 
Conrad Hilton Hotel, March 11-14. 
Military Automation Exposition, Trade 
Show Bldg., New York, March 18-21. 
National Office Furniture Assn., Jung Ho 

tel, New Orleans, March 28-31. 

U. S. World Trade Fair, Coliseum, New 
York, April 14-27. 

American Society for Personnel Admin- 
istration, Richmond, Va., April 22-24. 

National Assn. of Credit Men, Miami 
Beach, Fla., May 12-16, 

National Office Management Assn., Los 
Angeles, May 13-16. 

American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 
16-17. 

New York Stationery Show, New Yorker 
Hotel, New York, May 19-24. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22. 

National Society for Business Budgeting 
Palmer House, Chicago, May 23-24. 

Institute of Internal Auditors, Ambassa 
dor Hotel, Los Angeles, May 26-29. 

National Office Machine Dealers Assn., 
Penn-Sheraton Hotel, Pittsburgh, June 
30-July 3. 

National Assn. 
Sheraton Park 
D.C., June 23-27. 

National Machine 
Conrad Hilton 
26-28. 


of Cost Accountants, 
Hotel, Washington, 
Accountants Assn., 
Hotel, Chicago, June 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 

National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oet. 6-9. 

Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 
National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At- 

lanta, Oct. 7-10. 

American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26 
Sh. 

National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 
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DESTROY 


MANY FIRMS 
SHRED AFTER 
MICROFILMING 
a\e Add filing space by 
destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC” 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable 44” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


— —=> 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Strnad idler Lompany. 
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Describes al! office reproduction and 


duplicating processes, Time-saving charts 
show at a glance which process to use 
: for best results in any situation. Tells how 


to make the most economical use of 
whatever duplicating machines an office 


may now have—how to combine the ad- 

0 c | T S K | N ) | vantages of one process with those of 
“ another to save time and money, Also 

: tells when not to use certain methods. 


Includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION 

PUNCHED CARD DATA TRANSMISSION, 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT, 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me ............ copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. (] / enclose remittance. [| Send invoice. 


Name 
Company 
Street 


City 
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a guide to businessmen, 


office executives and 


purchasing agents 





MOiites 


1. cQuement » marae 


MANUAL OF 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 
Forms Constructions 
Available Today 














MANUAL OF 
BUSINESS FORMS 
$2 a copy postpaid in U.S. 
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8LOSVE 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions are described in a 
manner which allows the reader to 
select the best type for a_ particular 
business system. Time studies of forms 
processing operations are reduced to 
efficiency factor figures in easy-to-read 
charts which pinpoint the basic advan- 
tages and disadvanatges of each type of 
construction. In addition, there are 
chapters on carbon paper, tags, envel- 
opes and paper. Other chapters thor- 
oughly cover duplicated forms, checks, 
pegboard forms, autographic registers, 
stock forms, manifold books, and many 
others. The Manual includes many 
pages of informative advertising, pro- 
viding a wide range of sources for the 
reader to use in selecting forms manu- 
facturers and suppliers. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., N. Y. 16 








Acco Products, Inc. 

Addo Machine Co, 

Aico Indexes 

Allen & Co. 2s 
Allen Business Machines, ‘Inc. 
Alvin & Co 

American Automatic Typewriter Co. 
American Lithofold Corp 

American Numberin a Co. 
American Stencil Mig. 

Ames Supply Co. 

Apsco Products, Inc. 

Atlas Stencil! Files Corp. 

Automatic Electric Sales o—- 
Ayres Corp. 

Azoplate Corp. 


R. C 


Badger, Inc. ..... 
Bankers Box Co. 
Basten, Peter 

Bohn Duplicator Corp. 
Bonnar-Vawter, Inc. 
Bruning Co., Charles 
Bud Type Cleaner Co. 
Bunn Co., B. 

Burroughs Corp 


Can-Pro Corp. 

Carteret Printing Co 

Cashere Corp. 

Catskill Craftsmen, Inc. 

Cel-U-Dex Corp 

Challenge aged Co. 
Chart-Pak, Inc. 

Clar Corp. 

CMG Industries 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Collamatic Corp. 

Columbia Ribbon & Carbon Mfg. Co. 
Consolidated Business sioner Inc. 
Convoy, Inc. 

Copease Corp. 

Copy-Craft, Inc. 

Cotterman, |. D. 

Cromwell Printery, Inc. 
Cummins-Chicago Corp 


Davidson Corp. 

Deutsche Telephonwerke & Kabelindustrie A. G. 
Dewberry Engraving Co. 

Dick Co., A. B. 101, 102, 103 
Dictaphone Corp 2 
Diehl, Gmbh, Rechenmaschinenfabrik 

Ditto, Inc. Inner Back Cover 
Dixon Crucible Co., 99 
Dreusicke & Co., K 
Duplicate Forms Co 


Joseph 
S., Wilhelm 209 


Eagle Pencil Co. 

Eastern Corp. 

Eastman Kodak Co. 

Elbe File & Binder Co. 

English Numbering Machines, Ltd. 

Eraser Co. 

Eureka Specialty Printing Co 

E-Z Sort Systems, Ltd. .. . 182 


Faber-Castell Pencil Co., A. W. . 195 
Fae, Se. oo. s ean .138, 139 


224 


Felt & Tarrant Mfg, Co 

Ferris Business Equipment 
Fisher Pen Co. 

Fletcher Paper Co 

Ferce & Co., Wm. A 

Friden Calculating Machine Co 


Gates Acoustinet Co 
Gavrin Press, Inc., Arthur J 
Geiss-America 

Gilbert Paper Co 
Gingher Mfg. Co 

Graff Co., George B 
Graphic Systems 
Groveton Papers Co. 


Hall-Welter Co 

Haloid Co 

Hamilton Paper Co 
Hammermill Paper Co 
Harris-Seybold Co 
Heat-Timer Corp 

Heyer Corp. 

Hunter Photo-Copyist, Inc. 
Hush-A-Phone Corp 


Facing 162, 


Ideas, Inc 

Indiana Cash Drawer Co 
Industrial Shredder & Cutter Co. 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 


Johnston Adding Machine Co 
Jones Box Corp., Jesse 
Justrite 


Kenro Graphics, Inc 


Lagomarsino—FAl 
Lansdale Products Corp 
Lassco Products, Inc. 
Lee Products Co. 
Lehigh Inc 

Letterex Corp. 
Lithoplate, Inc. 


Management Control Charts Co 
Manpower, Inc 

Marchant Calculators, Inc. 
Maso Steel Products, Inc. 
McBee Co 

Meilink Steel Safe Co. 

Melind Co., Louis 

Metalcraft, Inc. 

Michael Lith, inc. 

Midwestern Sales Corp 
Midwest Rotary Maniforms 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Moore, Inc., P. O. 


National Blank Book Co 

National Cash Register Co. 

National Office Furniture Assn. 

Nippo Machine Industry Co., Ltd. : 
Norta Distributing Co. “- a 


12 
6, 84, 85, 137, 


Office Publications Co. 210, 222,223 
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Old Town Corp 

Olivetti Corp, of America 

Outiook Envelope Co 

Ozalid Div., General Aniline & Film Corp 


Pacific Instruments Corp. 
Palson Mfg. Co. 

Parsons Paper Co. 

Paterson Parchment Paper Co. 
Phillips Process Co 

Pioneer Toledo Corp. 
Pitney-Bowes, Inc 

Plastic Binding Corp 

Plymouth Rubber Co. 

Port Huron Suiphite & Seed Co 
Precision Mfg. Co. 
Print-O-Matic Co 


Rapid Roller Co. 

Regal Typewriter Co. 

Regna Cosh Registers, Inc. 

Relieble Typewriter & Adding Machine Co. 
Remington Rand Division 66, 
Rexel (Export) Ltd. 
Rite-Line Corp. 
Roberts Rubber Co., 
Robotyper Corp. 
Rol-Dex Division 
Rol!-O-Graphic Corp 
Royal Typewriter Co 


Weldon 


Saunders Mfg. Co 
Schlegel Mfg. Co 
Shaw-Walker Co. 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and unconditionally guaranteed or 
your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 
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Shredmaster Corp. 124 
Smead Mfg, Co 204 
Smith, Inc., Charles C. 214 
Smith- ‘Corona, Inc Inner Front Cover 
Southern California: Business Show . oe 
Spot Carbon Products .¥ 172 
Staplex Co 105 
Stolper Steel Products Corp. 164 
Swift Business Machines Corp. 216 


Tab Products Co, 118 
Thomas Collators, Inc. 117 
Times Facsimile Corp. 156 
Traveletter Corp 190 
Typewriter Sundries Co., Ltd 220 


Underwood Corp Outer Back Cover 


Veeder-Root, Inc. 174 
Victor Adding Machine Co 125 
Vogel-Peterson Co. ’ 206 


Wassell Organization 
Watson Mfg. Co. 
Wausau Paper Mills Co. 
Weston Co., Byron 
Wheeler Co., M. G. 
Wheelock Signals, Inc. 
Wiedeman & Co 
Worden Co 


York Safe & Lock 


—? AN 


ADDING 


MACHINE 
FOR $1495 


ONLY 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex 
pensive machines. Ideal for business record 
keeping, inventory work, payroll figuring, 
billing, checking receipts, etc. 
OUTSTANDING ADVANTAGES 


Adds, subtracts, multiplies by direct ac- 
tion ¢ Easy, speedy operation; instant 
dial clearance ¢ 8-column capacity; totals 
always visible e Guaranteed satisfaction 
or money back. 


See your office appliance dealer, 
stationer, or write— 


Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street ¢ Chicago 6, Illinois 
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As We See It... 


It is always easier to sell something tan- 
gible, like a machine, than something intangible, 
like an idea. While this is true in every field, 
office systems engineers are seeing it illustrated 
again and again these days. Before an automatic data 
System can be installed in an office, a complete 
Study must be made of the company's clerical pro- 
cedures, to "integrate" all operations so the systeui 
can be programmed. When this is done, how often is 
the systems engineer chagrined to see his previously 
unsalable simplification ideas go into effect (not 
as he had planned them, on some conventional ma- 
chine) as a necessary part of the program for the 
new, expensive machine. Forms he wanted to eliminate 
or combine, operations he wanted to mechanize, repe- 
titious writing he wanted to do mechanically—ideas 
he had long ago, but couldn't sell to management. 

Automatic machines do the combined work of 
several departments—and the heads of those depart~ 
ments have to like it. Think of all the misery our 
Systems engineer used to have trying to get de- 
partment heads to allow one of their forms to be 
combined. The managements of many medium size and 
smaller firms can profit by this lesson, 

Whether or not you are thinking about auto- 
matic data processing, let your systems expert in- 
tegrate all your office procedures—now! If de- 
partment heads are made to like it (as they must 
when an electronic computer is installed), a great 
amount of good can be realized without a great 
expenditure. Forms will be redesigned and some 
conventional machines installed, but the cost will 
be easily justifiable by the improved results. 
Automatic data processing doesn't require a giant 
brain in every office. Maybe all you need is 4 
modern duplicator. The machines you buy now will 
have paid for themselves many times before you're 
ready for a giant brain. 
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BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 


POSTAGE WILL BE PAID BY 


“Office 


Magazine of 
MANAGEMENT « ov ° METHODS 


OFFICE PUBLICATIONS COMPANY 
232 Madison Avenue 
New York 16, New York 


First Class 
Permit No. 38947 


New York, N.Y. 





FOR MORE INFORMATION Sigetgemecteaesrs 


inquiry card. 


There is another card like this in the front of this issue. 


READER SERVICE DEPT.: Please Send To: PLEASE PRINT CLEARLY 


Name Positio. 


Company 


Address ___ 
City 


Information on No. 101 
117 118 «2119 «120 «+121 
137 138 139 140 141 
157 158 159 160 161 
177 178 179 180 181 
197 198 199 200 201 
217 218 219 220 221 
237 238 239 240 241 
257 258 259 260 261 
277 278 279 280 281 
297 298 299 300 301 
318 319 320 321 
337 338 339 340 341 
357 358 359 360 361 
377 378 379 380 381 
397 398 399 400 401 
418 419 420 421 
until May 1, 1957 











| INTEGRATED 
| DATA : 


PROCESSING 


Can |. D. P. save your company money ? 


YOU'LL FIND THE PROFITABLE ANSWERS IN THIS FREE BOOK 


Automation of your office can start with this free book. It na ngle department, between departments, or 
ellis you what Integrated Data Processing is, how simply it throughout the brar and plants of a nation-wide organ 
an be applied to your business, how little it will cost you n, t t a guide rv avine ncreased 
how to start and where to start your program 
It tells you how DITTO gives you Integrated Data Prox B w are re sentativ amr of companies 
in its simplest and most inexpensive form. Regard own which are alr nj the benefits of DITTO 


ess of whether you are concerned with processing of data grated Data Pr 


*XHow DITTO ORDER-INVOICE | PRODUCTION PURCHASE- PAYROLL 
Rubber Goods : Hardware manuta RECEIVING ; Construction Engi- 
1. BD. P. manufacturer saves , turer saves $24,000 Military Aircraft |; neering pany 
$27,000 a year i ture saves | Saves $ 

\ i 


a year Y uta 
seves money 


ON SINGLE 
MASTER ARE NEV 


REWRITTEN 


TTO 


moplete ca 


ept 


6896 N. McCormic 


rder-Billing 
Payroll 


Company 
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Now, like wearing 


“Magic Gloves” 


Alden =Toueh Typing 


even the underscore is automatic! 


Only The Underwood Golden-Touch Electric gives your hands such skill, 
such effortless speed, such print-perfect results with every letter! 





® Golden-Touch Keys Finger-tip shaped for smoothest automatic typing 
® Golden-Touch Carriage Return Top automatic efficiency; saves your strength 
® Golden-Touch Margin-Setting Automatic keyboard action. No wasteful hand travel 
® Golden-Touch Ribbon-Rewind Automatic; ends messy ribbon changing 


® Golden-Touch Copy-Dial. .. Set it for as many as 20 print-perfect carbons 


r Underwood underwood 


aoe [eel a nderwood 
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